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CHAPTER I 
INTRODUCTION 
Statement of the Problem 
The problem of this thesis was to make a follow- up study 
of the 1949 and 1950 graduates of the Chandler School for 
Women , Boston, Massachusetts , and their employers to deter-
mine the effectiveness of the present program, with implica-
tions for curriculill!1 revision . 
Analysis of the Problem 
This study was made for the following reasons : 
l . To effec~ a closer cooperation between th~ 
course content of the cur·riculum of the 
Chandler School for Women and the actual 
demands of. the busin~sses in which the 
graduates are employed. 
2 . To determine how successful the graduates of 
the Chandler School for Women were on their 
job, _according to their respective employers . 
3· To deterw~ne what duties are being perfo~med 
by the former students of the Chandler School. 
4· To determine the frequency with which students 
are performing particular duties . 
5. To determine the types of machines which are 
most frequently used by the School ' s graduates . 
6. To determine standards of local businessmen 
with reference to rate and time in shorthand 
and typewriting . 
7• To determine whether or not the students of the 
Chandler School for Women need special training 
in special phases of the school program in 
order to succeed in their initial position. 
8. To make recommendati ons for the use of the 
findings in planning and revising the business 
education program. 
In order to obtain the information required for this 
thesis, two questionnaires and a check list were prepared ; 
the check list, more specifically, was to ascertain the 
effectiveness of the present curriculum. 
Delimitation of the Problem 
This follow-up study was limited to those students who 
graduated from the Chandler School for Women on or after 
June , 1949 . Inasmuch as the curriculum was revised quite 
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extensively and the manner of teaching changed after June , 
1948 , the writers thought it wise to include only those 
students who had begun their education at the Chandler School 
after September, 1948. 
Definition of Terms 
The following terms are defined for this study as used 
at the Chandler School for Women: 
Executive Includes those students majoring in the execu-
Secretarial 
~pecialty: tive field, who are required to take a course 
in business administration along with their 
regular requirements . 
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Medical Includes those students who wish to be employed 
Secretarial 
Specialty: as medical and laboratory assistants, who are 
required to take a laboratory course in biology 
and a shorthand course based on most-used 
medical words, along with the other academic 
and technical requirements of the curriculum. 
Legal Includes those students who wish to be employed 
Secretarial 
9pecialty: as legal stenographers, who are required. to 
take a course in legal forms, procedures, and 
terminologies, along with the other academic 
and technical requirements. 
Justification of this Study 
The finished product of the private school must meet 
business standards of employability. The problem, therefore, 
seems to be to find out what the standards of business are. 
The writers of this thesis realized the problem and saw that 
the continuation of the Chandler School for Women depended 
u pon the success of its students. 
The classrooms must contain equipment and materials 
comparable to that which the students will be expected t o 
operate and use i n their initial positions. The former 
students are the only ones who can furnish that information. 
An efficient school will maintain the highest standards. 
However, the school officials are faced with the problem of 
how high those standards should be. 
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The students upon graduation must have the necessary 
background skills in order to meet successfully the demands 
of initial employment . Only with the aid of past graduates 
and employers can one expect to obtain information concerning 
what skills are necessary. 
One of Chandler• s main pm"'poses is 11 to provide yormg 
women with superior technical skill and the general all-round 
educational experience which will prepare them to take their 
place in the business world. 11 l Once again, only with the 
assistance of the graduates can one hope to find what 
technical skill and educational experience is necessary. 
The purpose of this study, therefore, was to ascertain 
the effectiveness of the present curriculum of the Chandler 
School for Women. In order to find out what the former 
students lacked in their initial employment, the gradua·.tes 
of Chandler School and their employers were contacted. 
Since a follo\.;-up study of this type had not been conducted 
by the School previously, the writers decided t o make this 
survey to obtain the necessary basic information. 
As a result of this study, a closer relationship between 
the employers, the students and former students, and the 
Chandler School is hoped for in the future. 
l Chandler School for Women Catalogue, 1950 Edition. 
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Organization of the Study 
Chapter I of this study contains a statement and 
analysis of the problem, the delimitation of the problem, a 
short definition of terms, and justification of the study; 
Chapter II is concerned with material in the business educa-
tion field which is related to the problem; Chapter III 
relates the procedures used in gathering the data. Chapter 
IV is concerned with an analysis of the findings of the 
questionnaire and check list sent to the former students of 
the Chandler School for Women; while Chapter V deals with 
the findings of the employers' questionnaire. Chapter VI 
relates the suggested recommendations of the writers for the 
improvement of the business education curriculum at the 
Chandler School. 
CHAPTER II 
BACKGROUND MATERIAL 
and 
REVIEVl OF RELATED LITERATURE 
One of the main purposes of a follow-up study is to 
secure necessary data for use in evaluating the effective-
ness of a school's curriculum. Unless a follow-up study is 
made at regular intervals, the school is unaware of its 
faulty curriculum and of the changes that should be enacted 
to meet present-day standards. 
This follow-up study was undertaken to determine how 
successful the graduates of the Chandler School for Women 
are on the job; what specific activities are being performed 
by them daily; to find out how well they are meeting the 
standards of business according to their present employers; 
and to enable the administrative officers to revise the 
curriculum if changes are needed to meet present-day 
requirements. 
The private business school was founded in the early 
part of the nineteenth century. As the need for business 
training expanded, the curricula of the private business 
school expanded with it . The aim of the private business 
school was then, as it is now, to prepare students for 
immediate, gainful employment and growth on the job. 
According to Herbert A. Tonne,l the great opportunity 
for the private business school came during the period of 
reconstruction following the Civil War . 'rhe development of 
the typewriter and the opportunity it presented for the use 
of shorthand also stimulated the demand for more private 
business schools. 
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The private business schools owe their success to indi-
vidual initiative and independence . They have maintained 
their objectives in the field of business education through 
the years. They have rendered a service which men and women 
have pur chased and found to be profitable to them. 
The Chandler School for Women believes that a thorough 
training in the fundamentals of shorthand and typewriting 
is basic to success in any secretarial field. The two-year 
academic and executive secretarial course is designed for 
the private and high school graduate who is eager to add 
professional training to her educational experience. The 
first year of work includes: 
a. Typewriting Theory 
b. Shorthand Theory 
c. Composition 
d. History 
e. Accounting 
f. Speech Improvement 
g . Introduction to Business Management 
h. Consumer Economics 
i. Literature j. Vocabulary Training and Spelling 
k. Grammar 
1Tonne, Herbert A., "Historical Beginnings and Present 
Status of Business Education," Basic Principles and Trends, 
The Gregg Publishing Company, New York, 1939, p.l0'. 
The second year of work in the two- year academic and 
executive secretarial course includes: 
a. Advanced Typewriting 
b . Advanced Shorthand 
e . Office Machines 
d. Shorthand Speed and Dictation 
e . Transcription Technique 
f. Secretarial Efficiency 
g. ~usiness Cor~espondence 
h . Psychology 
i . Literature 
j. Oral Comraunication 
k . Grooming and Personality 
The one-year executive secretarial course prepares girls 
for secretarial and general office positions . The one- year 
secretarial course includes: 
a. Typewriting Theory 
b . General Business Science 
c . Transcription Tec4nique 
d. Business Correspondence 
e . Shorthand Theory 
f . $peed Dictation 
g . Literature 
h. Vocabulary Training 
i . Composition , 
j . Office Procedure 
k . English .. Grarnmar 
1. grooming and Personality Development 
The medical specialization that is offered at the 
Chandler School is designed to give the student a thorough 
understanding of the body and its function , and to provide 
practice in laboratory techniques . The two- year a c ademic 
and medical secretarial program includes the following sub-
jects in the first year of training: 
a. Typewriting Theory 
b . Shorthand Theory 
c. Qomposition and Literature 
d . Medical Secretarial Accounting 
e . History and Economic~ 
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f. Speech Improvement 
g. Physiology 
h. Spelling 
i. Grammar 
j. Personality and Grooming 
The second-year work in the medical secretarial program 
includes: 
a. Advanced Typewriting 
b. ~dvanced Shorthand 
c. Office Machines 
d. Transcription Technique 
e. Special Terminology 
f. $ecretarial Efriciency 
g. ~edical Dict~tion 
h . Literature 
i. Case Histories 
j. Laboratory Technique 
The two-year academic and legal secretarial program is 
intended for the student who wishes to become a legal 
secretary. The first year of work covers: 
a. Typing Theory 
b. Shorthand Theory 
c. Legal Secretarial Accounting 
d. Composition and Literature 
e. History and Economics 
f. Speech Improvement 
g. Introduction to Law 
h. Spelling 
i. Grammar 
.j. Vocabulary Training 
k. Grooming and Personality Development 
The second year of work includes: 
a. Advanced Typewriting 
b. 4dvanced Shorthand 
c. Office Machines 
d. Shorthand- Speed Dictation 
e. tegal Dictation _ 
f. Transcription Technique 
g. Secretarial Efficiency 
h . Business Correspondence 
i. Literature 
j. Legal Bibliography 
k. Legal Practice and Procedures 
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Today many private business school executives are eon-
eerned by the extension of public school education upward 
from the traditional twelfth grade. They realize that their 
institutions will cease to exist unless they can render a 
service that will exceed that which is supplied by a corre-
spending tax-supported school. Louis A. Rice, Principal of 
the Packard School, New York City, found the answer to the 
problem when he said:l 
If the private business school cannot do a 
better job, the value of which is commensurate 
with what it charges, it cannot expect that it 
will be patronized by those who have the alterna-
tive of free courses. 
There are three fundamental factors necessary for 
satisfactory secretarial training:2 
A. Courses designed to develop poise and 
personality and to achieve perfection 
in the techniques of business. 
B. Small classes and a positive personal 
~nterest in the student on the part 
of the instructors. 
c. Opportunity to acquire experience in 
~timulating surroundings conducive to 
effective work. 
According to Nichols,3 the main deficiencies in the 
business curriculum, from the employer's viewpoint, are in 
lRice, Louis A., "Business Education Changes of a 
QuarteJ? Century, 11 Business ·Education World, vol. 20-113, 
October, . l939· 
2chandler School for Women Catalogue, 1950 Edition. 
3:Nichols, Frederick G~- , 11 Cri ticisms from the Employers' 
Viewpoint," Commercial Education iU ~High School, 
D. Appleton ]?rinting .Company, Inc., New York, 1933 1 p. 143. 
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the fundamentals, grammar, spelling, arithmetic , and writing. 
These do not apply to all people in business, but are more or 
less general. Most of the employers agreed, in part, on the 
deficiencies as shown on the following chart: 
A. Grammar • • • • • • • • • • • • 30~ 
-B. Arithmetic • • • • • • • • • • 2~ 
c. Spelling • • • • • • • • • • • 20% 
D. Writing • • • • • • • • • • • • 13% 
E . Three R ' s • • • • • • • • • • • ~ 
F. Fundamentals • • • • • • • • • 1% 
These were based on the frequency and importance of the 
deficiencies as stated by employers answering the question-
naire. 
There is a phase of business training,Nicholsl says, 
which is essential for a high degree of success in the busi-
ness world. Some of the important personal traits mentioned 
were: interest in work, sense of responsibility, occupational 
stability, willingness to do new work, promptness in meeting 
responsibilities , neatness of work, honesty, concentration, 
initiative and resourcefulness. Such traits can be developed 
only by practice and more practice. Teachers must afford 
opportunity for the practice of these traits until they 
become personal characteristics or habits. Employers likewise 
demand something more than skill and character. They want 
1 2 
their employees to be intelligent about the limitations of 
their initial positions, about their occupational relation-
ships, about promotional p ossibilities , and about their own 
part in securing desired advancement. 
The problem of training and selecting office employees 
is basically no dif ferent from that of selecting the engineer, 
the production supervisor, or any other employee who is a part 
of, or works in close association with the management groups , 
according to Meade.l To build an effective organization, you 
must look f or persons best qualif ied for the job to be done. 
This involves the careful selection and placement of employees 
to make sure that they are physically, mentally, and perma-
nently fitted to the jobs they are expected to do. To achieve 
this objective, three interMrelated steps are involved : 
intelligent selection, proper placement, and adequate orien -
tation training. 
The first step in providing for the careful selection of 
a person to fill any job is that of developing a complete and 
accurate job description outlining in detail the duties and 
responsibilities involved in that job. The second step in 
preparing to make a good selection is to translate the job 
requirements into a list of employee specifications that an 
individual must have in order to qualify for the job. 
1M:eade, Kenneth A., "Selection and Training of Office 
Employees, " American Business Education, . vol. 5-3, March, 
~949, P• 176. 
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Finally the interests, ambitions, and personal qualifi-
cations of the applicant are considered. The personal 
qualifications of the applicant certainly affect his ability 
to get along with others and are important factors to inves-
tigate in employees before they are hired for a position. 
Oftentimes, many of the characteristics to which employers 
attach importance and which they emphasize in making 
selections of employees are unimportant. A few of the more 
important characteristics to look for specifically according 
to Meadel are: a good appearance; ability to express ideas 
either orally or in writing; ability to change under 
different conditions; an alert mind and practical intelli-
gence ; patience, perseverance, and the desire to complete a 
job; a good mental attitude; an interest in the work; 
willingness to accept responsibility; loyalty to the 
organization and its management; and personal integrity and 
hone sty. Of these traits, attitude is one of the most 
important factors to be considered. Secretaries are required 
to possess specific qualities, states Tonne.2 
Some of the most frequently mentioned traits were 
accuracy, which includes such items as paying attention to 
details; getting exact information asked for; checking all 
work to be certain that it is perfect before going out; and 
lrbid., p . 176. 
-
2Tonne, 1.2.£.• cit. 
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responsibility, dependability, and intelligence . The develop-
ment o£ character requires a teaching process similar to that 
used in inculcating knowledge . Character di££ers £rom 
personality in that personality also includes one ' s incidental 
traits. A person who has developed good character traits 
will, it may be assumed, have a command o£ those traits 
especially adapted to business. 
Gilbrithl believes that there is a tendency toward over-
specialization in business education--that technical skills 
can be learned on the job, but that character traits should 
be acquired in school. While business has not succeeded in 
£ormulating its demands on business training in the schools, 
the writers have come to realize that the three traits 
required in business are: an ability and willingness to work 
hard; a high quality of workmanship; and the ability to 
adjust the school situation to the o££ice situation . The 
worker must also be self-disciplined and willing to take 
orders £rom others, know how to get quantity and quality o£ 
work without undue restraint, and possess stability and 
adaptability. 
The business school o£ tomorrow must do a better job of 
preparing young people £or initial · employment in order to 
compete with high school and college-trained people in 
business . The continuation o£ the private business sch ool 
lGilbri th, Lillian N., 11 \rJha t do we ask of Business 
Education?" Journal of Educational Sociology, Vol. VIII, May, 
1935, P • 552 . -
• 
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depends chiefly upon the success of its students. The 
instructors of these private institutions work closely with 
the individual student and help him to excel in a particular 
field. An efficient school maintains high standards and is 
-
always trying to improve its methods and its techniques. 
The equipment must be up to date, and all of the instructors 
must be specialists in their subject matter. 
The progressive business school must be flexible enough 
to change its curricula to meet the changes taking place 
daily in the business world. The private business school 
renders a valuable service to the business world. It: ·has 
made many contributions to this field of learning and has 
provided vocational training to many thousands of men and 
women. 1 
The writers have found in doing research in the field 
of business education that some of the reasons for employees 
being dismissed on the job are due to reasons other than for 
lack of technical skills and abilities. Some of the reasons 
according to Strony2 are: 
a. Lack of interest in the work 
b. Inability to work with others 
c. Poor attendance 
d . ~oor grooming (very high on the list) 
e. ~cessive tardiness 
iA~chibald , John w. , The Private Bus i ness School , B . B.A. 
Thesis, Boston University, Tol.JOege of BUSiness AdiiilnistratiQn, 
1935· 
2strony, Madeline s . , "Business Behavior Traits, 11 The 
American Business Education _Yearbook, . Vol . VII , New Yor~ 
19SO, P • 140. 
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f. Poor attitude toward the job 
g. Poor work habits 
h. Gossiping 
The knowledge and skills which an individual may 
possess are but a minor factor in determining his success on 
the job. 
Santamar ia ' sl study of office services performed by 
office workers in small communities was concerned with the 
services of office workers in communities of 10,000 popula-
tion or less, and also was an analysis of the personality 
~ tra its essen ti a l for the succes s of these workers on the job 
to determine which traits need to be developed in the 
student in order to meet the needs and standards of employers 
who employ these young people. In the Santamaria2 study , a 
check list was sent to both employers and employees to secure 
the information needed for this study. Briefly, the results 
of this study showed that stenographic and clerical duties 
were the chief activities performed daily by the office 
worker. Both the employers and employee s ranked stenographic 
and general clerical duties as essential functions of an 
office worker's routine. Also stressed was the efficient 
completi on of the day ' s activities as well as the personal 
trai t s of the individual. 
1santamaria, Catherine, Job Analysis of Office Services 
Performed £x Office Workers in-8mall CommuDTties , Master • s 
Thesis, BostoD University, 1941, p. 20S. 
2rbid., P• 208. 
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Another similar study was that made by Rya~l and based 
on the activities performed by the business graduates of 
Nash ua High School. The purpose of this study was to deter-
mine which skills and abilities were most commonly used by 
high school gr.aduates i n beginning office jobs, and whether, 
in t he opini on of the graduates, the skill preparation was 
adequate for reasonably satisfactory job adjustment. A data 
sheet and check list wer e s ent to 150 business graduates, and 
134 of this group resp onded within six weeks. Some of the 
conclusions obtained f rom this study were: 
l. Typing and filing activities were the most 
numerous and the most commonly advocated for 
school training by the graduates. 
2. The duties and office activities of a general 
clerical nature outnumbered the specialized 
type of activities, such as stenographic and 
bookkeeping activities. 
3· The office machines most frequently used were 
the Burroughs adding machine, the Monroe or 
rotary-type calculator, ~nd the Comptometer or 
key,-dri ven calculating machine.• Addition was 
performed more thail any other pro9ess used on 
the. Comptometer. 
4· Duplicating -machine operation was required on 
many beginning office jobs, although prepara-
tion for this type of office work received 
major emphasis in the high school training 
program at the time of this ·study. 
5. Meeting callers, answering . the telephone, 
office housekeeping, and composing letters at 
the typewriter were activities which rated 
high on the list of frequently performed 
. 
1Ryan, Mary Agnes, ~ Job-Activity Analysis ~Follow-Up 
Study of 1946, 1lli_, ~ .. m Business Department Graduates 
£t . NashUa~ School, Nashua, ~Hampshire, Master's Thesis, 
Boston University, 1949, P• 96. . ' - . 
I 
office activities, although these did not 
receive major emphasis in high school prepara-
tion for office jobs. Preparation for these 
activities should be provided for by the 
school in the opinion of the majority of the 
graduates. 
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Still another study was one conducted by Rose Aulisil 
of the Vermont Junior College. Some of the results of this 
study showed that a large per cent of the graduates obtained 
positions through personal application direct to employers. 
Some obtained jobs through friends or relatives; still 
others through private agencies:; and a sma~l per cent 
through school referrals. A large majority of the graduates 
were employed in small offices, a smaller per cent in 
mediura-sized offices, and still a smaller per cent in very 
large concerns. Many were employed by insurance companies; 
while some were in public utilities, in banking concerns, in 
retail concerns, and in public welfare. 
The highest ranking activities were: answering the 
telephone, addressing envelopes, and alphabetic filing. The 
typing activities that were most frequently performed by the 
graduate~ according to Aulisi2 were: typing reports and 
notices, typing letters from longhand, typing multiple-pack 
carbons, typing lists of various kinds, tabulations and 
statistical work, and copying from rough draft; meeting 
lAulisi, Rose Ermenia, ! Job-Activity Analysis ~ 
Follow-Up Studl ££ 1945-~ Business Department Graduates 
of .Vermont _Jun or cO!Iege, Montpelier, _Vermont , Master 's 
Thesis, .Boston Uniyersity, l9SO, P• 66. -
2Ibld., p. 68. 
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callers, eomposing letters, and sorting material for filing 
ranked high according to the graduates. Many felt that these 
activi ties should be taught in school as well as on the job. 
Business machines were not used too often; the most 
frequently used machine was the Burroughs adding machine. 
Some used the mimeograph occasionally; the Monroe, Marchant, 
-· 
Frieden calculators, the Sundstrand adding-listing machine, 
and the Ditto and Hectograph were likewise used occasionally. 
In the study made by Quinn,2 a letter and a question-
naire were sent to 200 students who attended the E Private 
Business School. This was followed up with personal calls 
-· 
and a second letter of transmittal. Out of the 200 question-
naires sent out, a return of 69 per cent was received. Some 
of the results of this study showed that the students were 
thoroughly prepared to meet the demands of business. 
The majority of students were employed in executive, 
secretarial, bookkeeping and accounting positions. 
The findings of that study included such points as the 
following: 
1. Twenty per cent of the students had been 
married and were living at home. 
2 . About 8 per cent were attending other colleges. 
3· The majority of the students were employed in 
Lowell, Boston, and Washington, D. c. 
1Quinn, Reginald H., ! Follow~Up Study£[~ Students 
who attended the E. Private Business School, Master!s Thesis, 
BOSton University; 1948, PP• - 32·40. 
4• Almost all of the students worked a 40-hour 
week with a salary ranging from $30 to $100 
per week. 
5. Many of the students took dictation between 
100 and 120 words per minute and transcribed 
their notes at the rate of 40 to 50 words 
per minute. 
6. Over 50 per cent of the students composed 
their own letters. 
1· About 7 per cent had letters dictated to them 
~irectly to the typewriter. 
8. Machines such as the Burroughs, Marchant 
calculator, Monro e adding machine, Allen ~ ales, 
Sundstrand listing machine were use~ by the 
greatest number of students. 
9. From the results obtained from this study, it 
was decided to have a f ollow-up of the 
graduates of the E Private Business School 
every two years tQ ~soertain whether or not 
the school is still meeting the needs of their 
students as well as it has in the past. 
Because private business school training is such a 
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competitive field , its survival and success depend completely 
on the success of its students. If students can be trained 
in the skills, and personal traits and intelligent attitudes 
toward work in general developed, then only will the task 
have been successfully accomplished. Many leading authori-
ties believe that secretaries or general office workers are 
required to possess an abundant stock of personal traits 
conducive to success in the business world. The knowledges 
and skills which an individual possesses ~m-e but a minor 
factor in determining one's success in business. 
The private business school of tomorrow must do a better 
job of preparing young people f or initial employment in the 
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business world in order to compete with high school and 
college-trained people. The school must also work to develop 
those personal traits which have been ranked above a person's 
ability to type and take dictation. Only by working for these 
objectives can one hope to develop the necessary traits in an 
individual. 
This chapter was based on research done in the field of 
business education and concerns itself with standards in 
business, employer-employee relationships, and with the 
necessary requisites needed for success in the business 
world. Chapter III sets forth the procedures used in con-
ducting this study. 
CHAPTER III 
PROCEDURES 
Chandler School for Women has been in existence for 
many years. However, because of the School ' s previous 
program, the writers decided that the survey should include 
only those students who have come under the new curriculum. 
Hi th that thoug...lJ.t in mind, the files of the Chandler 
School for lrlomen 'tvere scrutinized 'and the names of 275 
students, who had graduated in June, 19L~9, on a one-year 
program, or in June, 1950, on a one- or two-year program, 
were removed for use in this study. 
The information for this study was then obtained in the 
foll owing manner: 
1 . An analysis of other research and related 
material was made in order to obtain a back-
ground for the study . 
2 . A master list was made of those graduates to 
be surveyed . It consisted of the student ' s 
name, address, . and place of employment. 
J . A letter of transmittal , a general information 
sheet , and a check list (see Appendix) were 
sent to 275 former students of the Chandler 
School for Women. 
4. Three weeks .later, having only a 50 per cent 
return, a follow-up postal card was sent to 
those students who had not returned their 
forms. 
5. A second letter of transmittal and an employer ' s 
information sheet were prepared to obtain an 
evaluation of Chandler- trained secretaries . 
6 . \ lhen the form 1--J'hich 1-vas sent to the students 
was returned, a master list of the empl oyers 
listed on the general informa tion sheet was 
made . 
7. A copy of the employer ' s let t er of transmittal 
and information sheet (see Appendix) was then 
sent to 120 employers . 
8 . A week and one -half later a follow-up postal 
card , similar to the one sent to the students , 
v-Ias sent to those employers 1.-Tho had not 
returned the general inforn~tion sheet . 
9 . The data received from the survey of the gradu-
ates and fr om the survey of the businessmen 
Here tabulated . 
10 . Su:rnmary , conclusions , and recommendations ·Here 
formulated, based upon the findings of the 
study . 
A letter of transmittal explaining the purpose of the 
survey, a general information sheet , and a check list ·Here 
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prepared . The instrument was first submitted to the faculty 
and administration of t h e Chandler School for ~·Jomen for 
sugges t ed changes . Copi e s 1.-.rere then mi meographed and the 
forms were submitted to the Semi nar at Boston Un iversity 
School of l!.ducat i on . On the basis of suggestions received , 
a revised set of fo r ms were prepared. 
On January 5, 1951, a le t ter of transmittal, the revisad 
s ner l "nforr.,:::..ti on. shee , the che ck list , and a stamped , 
s elf- addressed en ve lope were mailed to 275 former students 
of Chandler School . 
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These former student s 1-vere requested t o fill out and 
return t he forms in a day or tHo . The ~-lriters thought that 
the former students lvo u ld b e frank if no signature -vm s 
required; therefore, no signature was requested on either 
the general information sheet or chec lr lis t . HoHever, for 
checl{ing purpo s es in case a folloH-up had to be made , t he 
forms 1- vere coded . 
By t he end of January, only 50 per cent of the forms 
sent out had been returned . Since a larger r eturn vms 
de sirable , a follow - up postal card 1-vas prepared. 
On January 29, 1951, a p ostal card 1rJa s mailed to all 
former studen t s t..rho had not returned their forms . 
On February 17, 1951 , a letter of transmittal , an 
employer ' s information sheet, and a self-addre ssed envelope 
were mailed to 120 ernployers of former students . 
The students 1-.rere asked the name of their present 
employer . Inasmuch as they did not have to assi gn their 
name to the general information sheet, all the students were 
Hilling to give this information. Other questions relative 
to sp ecific occupat ion, duties, hours, and pay Here asked. 
In order to aid adjustment problems, the former students 
1-fere asked: 
Did you have difficulty adjusting to the office 
situation? 
The graduates were required to give a 11 Yes 11 or 11 Nou anst...rer . 
The former students were then asked to list the adjustment 
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difficulties that they encountered. An analysis of these 
difficulties should be helpful in future classroom 
instruction. 
- The areas of shorthand, typewriting, bookkeeping, office 
machines , filing, mathematics, and some 12 general activities 
were taken care of in the check list. Each student was 
requested to check each item on the list twice. The first 
check concerned the frequency with which they performed the 
duty or activity that was listed, according to the following 
classifications: 
More than half of every day 
Less than half of every day 
Done often through the week 
Done occasionally through the week 
Done monthly or less often 
Not at all 
This information should show the frequency with which former 
students perform certain tasks for given periods of time and 
indicate which activities should be given the greatest 
emphasis in the classroom. 
Secondly, each student was requested to check each item 
as to "where activity should be taught, 11 according to the 
following classifications: 
In School 
On the job 
Both 
Knowing that certain activities are better taught in school 
and others better taught on the job, this information should 
give some idea as to which activities should be given more 
emphasis in the classroom, those that should be left entirely 
for on-the•job training, and those which should be equally 
emphasized in school and on the job. 
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Finally, the former students were asked in what ways 
Chandler School eould have helped them more. Since no names 
were required on the information sheet, the former students 
felt free to comment. 
The information obtained from the employer's check list 
should aid the Chandler School for Women in training its 
students efficiently for their initial position. 
The employers were asked to eheek the personal traits 
and work habits, skills and knowledges, that they believed 
should be given more emphasis in school . Those found to be 
most lacking can be given more emphasis or, if possible , 
special units might be developed to acquaint the students 
with the importance of the particular point. 
The specific requirements of initial employment were 
requested in order that Chandler School might know the 
intensity of skill required of its graduates and thereby 
allow the School to alert its students to the requirements 
of business and aid them in preparing to meet those require-
ments by the time they graduate. 
The manner of dktation was asked to acquaint the 
instructors of the Chandler School for Women with the manner 
in which their former pupils take dictation. With these 
facts in mind, the instructors can make their dictation as 
similar to office-type dictation as possible. 
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Finall y, the employers ~vere asl{ed if there was any phase 
of the work for 1r-1hich their Chandler-trained girl v.ras not 
prepared lvhen she was first em.ployed. The employers 1-.J"ere 
asked to be frank, and no name was required on the question-
naire; h owever, questionnaires were coded for the purpose of 
sendinB a follow-up postal card. 
The following chapter deals vrith the actual find ing s 
and interpretations of the survey of the graduates. 
CHAPTER IV 
RESULTS OF SURVEY OF CHANDLER GRADUATES 
A general information sheet and a check list, together 
with a letter of transmittal were sent to 275 graduates of 
the Chandler School for Women. A self-addressed envelope 
was enclosed f or convenience in answering the questionnaire. 
The graduates were asked to answer the general informa-
ti on sheet and to fill in the check list to the best of 
their ability. At the end of the second week after the 
f orms had been mailed , 30 per cent of the questionnaires had 
been returned. At the end of the third week, a follow-up 
.. 
card was sent out, and this secured an additional 20 per 
cent. At the end of the fifth week, a return of 60 per cent 
had been received. 
TABLE I 
NUMBER AND PER CENT OF REPLIES RECEIVED 
Questionnaires 
Sent 
275 
Replies 
Beceived 
165 
Per Cent 
Returned 
60.0 
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The Chandler School offers a one - yea" executive course 
to g irls who -vmnt to prepare for business as quic kly and 
effici ently as p ossi b le. Those students Hho attended tv.ro 
years may spec ialize in one of three fields: medical , le gal , 
or ex ecutive . The first year of work is spent in learning 
s k ills . and in such courses a s l iterature, grammar·, s:pelling, 
and hi story. 
As shown in Table II, 118 of the 165 girls responding 
h ad enrolled in a one - year program. B'orty-seven replies 
were from people enrolled in the t1.vo - year program, shov<Jing 
that the majority of the students had enrolled in a one - year 
program. 
TABLE II 
NDlffiJ:':;H OF srrUD:B."'NTS ENROLLED IN 
ONE- YEAR AND T\"JO- YEAR SECRETARIAL PROGR/.UVI 
Secretarial Number Per Cent 
Pro gram Reporting of rrotal 
One - year 118 71 . 5 
Two-year 47 28 . 5 
TOTAL 165 100 . 0 
Out of the 47 who had enrolled in the two-year secretar-
ial curriculum, 21, or L~~ .7 per cent, had majored in the 
medical secretarial field ; 20 girls, or 42 . 6 per cent, had 
. e 
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enrolled in the executive curricul~m , and s i x students reply-
ing had majored in legal secretarial work • 
TABLE III 
SPECIALTY IN WHICH STUDENTS HERE mmoLLJ:t.."'D 
Specialty 
l·Iedical 
&\.ecutive 
Legal 
~POTAL 
Number 
Enrolled 
21 
20 
6 
Per Cent 
of' Total 
4-4" . 7 
LJ.2 . 6 
12 . 7 
100 . 0 
The graduates of the Chandler School for Women secured 
their first posi tions thl"ough many val"ied sources, as sh m·m 
in 'I'abl e IV. The majority of the graduates 1.-:ere placed 
through the Chandler School Placement Bureau, a ver~ 
effective and smooth- run11.ing agency of the School . Out of 
C: l • I 9 ) I Q .L f • 1 d .L 1 o repl1es , - , or ++ •u per cen G, o · t~e r e spon . en ~ s 
:c>ecei ved p o:3i -:;i ons throuch the School 1 s placement service . 
lmothcr 38 , or 2~ .. • 3 per cent, were plac ed thruu gh pri v ate 
a gencies . Friends and relatives helped to s e cure pos itions 
for another 32, or 20 . 5 per cent . Ten, or 6 . 1~. per cent of 
the g irls , secured employment through their own initiative 
by applying for the job in person or by letter . Out of the 
156 replying to this question, only four of the graduates 
made use of the U .. S . Employxnent Office to secure e:a1ployment . 
Three graduates used the newspapers to find employment or 
fo l lowed up leads given in the daily newspapers. 
TABLE IV 
' -- -
METHOD OF OBTAINING INITIAL POSITION 
Source 
School Placement Service 
:private __ Agencies _ 
Friends and Relatives 
~ersonal ~ App~ication 
v. s. Emp~oyment Office 
New§papers 
TOTAL 
Number-
Employed 
69 
38 
32 
10 
4 
3 
156 
Per Cent 
gf Total 
100.0 
One of the questions asked on the general information 
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sheet was: "Are you doing the work for which you were speci-
f ically trained?" Table V contains the answers given. 
TABLE V 
' "- -
ARE YOU DOING THE WORK FOR WHICH YOU WERE TRAINED? 
Answer 
Yes 
No 
TOTAL 
Number 
Reporting 
95 
38 
133 
Per Cent 
_of Total 
71·4 
28.6 
100.0 
Out of 133 answering this question , 95, or 71.4 per cent, 
said that they v1ere doing the \vork for which they were 
specifi cally trained . Thirty-eight replied that they were 
not doing the work for which they were trained . 
The graduates listed many reasons \"lhy they v1ere not 
doing the -vwrk for whi ch they were specifically trained . 
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Two or three graduates had gone on to other schools ; and two 
girls were in training for the nursing profession at 
different hospitals in Boston . Three of the gr aduate s were 
married and no longer 'lvorking . One graduate vlas an elec-
trologist and was worldng for herself . One of the graduates , 
who had trained for medical work, was employed as an 
executive secretary in social service Hork; her worlc entailed 
taking dictation at psychiatric conferences. 
Several of the replie s stated that little or no dic ta-
tion was given and that the majority of ivork being done was 
more or less clerical in nature . One girl wrote that she 
used the ediphone more than she used her shorthand. Another 
girl \vas trained for medical vJ ork and was doing le gal vlOrk , 
because the doctors who interviewed her -vmnted girls Hi th 
more experience . One graduate was using the Hestern Union 
teletype ; and one or two girls were doing bookkeeping , even 
though they were not trained for that particular type of 
i'>lork . On the ivhole , the ma jority of the graduates were 
doing the type of work for which they had received training. 
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A few of the graduates changed positions since leaving 
school. Out of 153 reporting, 51, or 33·3 per cent, had 
changed jobs either because they were not satisfied with 
their first positions or because they were able to advance 
themselves in another position. One hundred and two gradu" 
ates were still employed at their first place of employment. 
TABLE VI 
HAVE YOU CHANGED EMPLOYERS SINCE LEAVING CHANDLER? 
Answer 
Yes 
No 
TOTAL 
Number 
Reporting 
.51 
102 
153 
Per Cent 
of Total 
100.0 
The majority of the girls received their positions 
before or immediately after graduation. From 147 reporting, 
81 received their first positions from one week to 24 weeks 
before graduation. Another 66 graduates secured their first 
positions from one week to 52 weeks after their departure 
from the Chandler School for Women. According to Table VII a, 
most of the graduates received their first position two to 
four weeks before graduation, and the next highest per cent 
received their first position from one to three weeks after 
graduation. 
TABLE VII a 
NUMBER OF V~S BEFORE GRADUATION 
POSITIONS WERE SECURED 
Weeks Number Per Cent 
Reporting of Total 
l 13 16.0 
lt l 1.2 
2 20 24·7 
3 12 14.8 
4 16 19.8 
5 8 10.0 
6 3 3·7 
7 2 2.5 
8 3 3·7 
10 l 1.2 
11 l 1.2 
24 l 1.2 
TOTAL 81 100.0 
TABLE VII b 
NUMBER OF WEEKS AFTER GRADUATION 
~OSIT~QNS WERE SECURED 
Weeks 
1 
2 
3 
~ 
6 
7 
8 
9 
10 
11 
12 
Number 
Reporting 
10 
8 
7 
9 
3 
4 
2 
5 
4 
2 
l 
2 
Per Cent 
_of Total 
15.3 
12.1 
10.6 
13.6 
4-5 
6.1 
3.0 
7·6 
6.1 
3-0 
1.5 
3·0 
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TABLE VII b eont. 
NUMBER OF WEm<S AFTER GRADUATION 
POSITIONS WERE SEC~ED 
Weeks 
13 
14 
16 
17 
52 
TOTAL 
Number 
Reporting 
1 
l 
5 
l 
l 
66 
Per Cent 
of Total 
1.5 
1.5 
7·6 
1.5 
1.5 
100.0 
Most of Chandler's graduates were employed in the 
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vicinity of Boston, with a very small per cent out of state. 
As shown in Table VIII, 89, or 53.0 per cent, of the 
168 respondents answering the question, were employed as 
secretaries; and 31, or 18.5 per cent, classified themselves 
as stenographers. There were ll, or 6.5 per cent, holding 
clerical positions; and 9, or 5.4 per cent, were working as 
typists. Two of the latter were statistical typists and did 
nothing but type lengthy reports daily. Eight, or 4.8 per 
cent, were employed as bookkeepers; seven, or 4.1 per cent, 
served as receptionists, which involved some typing and 
dictation. Only four out of the number answering were 
employed as housewives. Three of the respondents were 
working as machine operators; two of the graduates were bank 
tellers or clerksj one of the replies came from a junior 
laboratory technician and another from a claim's clerk. 
TABLE VIII 
DISTRIBUTION OF PRESENT OCCUPATIONS 
Present Occupation 
Secretary ••••••••••••••••••• 
Stenographer. ••••••••••••••• 
General Clerks •••••••••••••• 
Typists••••••••••••••••••••• 
Bookkeepers••••••••••••••••• 
Receptionists ••••••••••••••• 
Housewives •••••••••••••••••• 
Machine Operators ••••••••••• 
Bank Tellers and Clerks ••••• 
Junior Laboratory Technician 
Junior Accountant ••••••••••• 
Switchboard Operator •••••••• 
Qlaim's Cler~···•••••••••••• 
TOTAL 
Number 
Employed 
89 
31 
11 
9 
8 
7 
4 
3 
2 
1 
1 
1 
1 
168 
Per Cent 
of Total 
53-0 
18.5 
6.5 
5·4 
4-8 
4-1 
2.3 
1.8 
1.2 
.6 
.6 
.6 
.6 
100.0 
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Three of the former graduates checked more than one classi-
fication; as a result, the . total number answering this 
question was 168 instead of 165. 
The great variety of industries which employ Chandler 
graduates range from insurance and banks to the manufacturing 
industries. The largest per cent of girls were employed in 
insurance offices . The next largest number were employed in 
banks, investment and brokerage houses, various schools and 
' \ 
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colleges, civil service, medicine, law, woolen manufacturing, 
clothing companies and department stores. There were others 
who were employed in fo od companies, in real estate, 
accountant 's offices, engineering, publishing, public 
utilities, electronics, construction, social service work , 
book companies, hotels, and different types of manufacturing 
concerns. 
Nineteen of the graduates, or 13.6 per cent, were 
employed in insurance offices throughout Boston. Bapks 
employed 13 of the graduates, or 9.3 per cent, of the 141 
reporting. Schools and colleges took 12, or 8.5 per cent, 
-
of these graduates; and investment and brokerage houses 
employed nine , or 6.4 per cent, of the Chandler graduates. 
Another eight were employed in medicine; and six worked for 
.. 
law firms . 
A large number of the graduates were employed by various 
-
manufactur•ing concerns in Boston and vicinity. The woolen 
companies employed five Chandler girls; one girl was employed 
in a paint manufacturing concern; and another one was 
employed in a box manufacturing company. Three girls· were 
working in large chemical companies, three were working for 
food concerns , and another three girls were working in 
various department stores. Clothing companies employed two 
more graduates, as did real estate, engineering, accounting, 
publishing, public utilities, automotive, and religious 
organizations. 
TABLE IX 
TYPES OF INDUSTRIES WHICH EMPLOY CHANDLER GRADUATES 
Types of Industries 
Insurance 
Banking 
Schools 
Investment and Brokerage 
Civil Service 
Medicine 
Law 
Woolen manufacturing 
Chemicals · 
Food concerns 
Department stores 
Clothing;· companies 
Real Estate 
Accountants 
Engineering 
Publishing 
Public Utilities 
Automotive companies 
Religious organizations 
Machine tools company 
Electronics 
Telephone Company 
Construction 
Social Service work 
Motion picture advertising 
Newspaper & Magazine distributors 
Electronic research 
Book company 
Shoe machinery company 
~aston & Maine Railroad 
Libraries 
Electric supplies 
Box manufacturing 
Safe and Vaults 
Hotel 
Paint manufacturing 
Miscellaneous 
TOTALS 
Number 
Employed 
19 
13 
12 
9 
8 
8 
6 
5 
3 
3 
3 
2 
2 
2 
2 
2 
2 
2 
2 
1 
1 
1 
1 
1 
1 
1 
1 
1 
1 
1 
1 
1 
1 
1 
1 
1 
18 
Per Cent 
of Total 
13.6 
9· 3 8.5 
6.4 
5-7 
5-7 
4· 3 
3o5 
2.0 
2 . 0 
2 . 0 
1.4 
1.4 
1.4 
1.4 
1.4 
1.4 
1.4 
1.4 
· 7 
· 7 
· 7 
12. 8 
100 . 0 
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Other i ndustri e s ,,rhich empl oyed Gbe.ndler graduate s v1ere: 
electronics, machine tools companies, the telephone company, 
a construction company, the social service :field , motion 
picture advertising, newspaper and magazine distributors, 
and a book company . Still other businesses where one might 
:find a graduate of' Chandler School :for Homen were the Boston 
& Naine Railroad , a shoe machinery company, a library, a 
saf'e and vaults company, a hotel , and an electronic research 
company . Eighteen graduates were employed in other miscel-
laneous industries . 
The writers were enlightened to :find that so many of 
the graduates were employed in such a range and size of' 
industries either in Boston or in the vicinity of' Bo ston. 
Not only were the graduates employed in many diff'erent 
types of' industries , but the sizes of' the of'fices where 
these gi rl s were employed ranged :from a one-girl office to 
an off'i ce employing about 1600 people . The greatest nrunber 
of girls t-vorked in small offices , employing between tHo and 
six employees . The small office seemed to be prefer red over 
the very large office . Still others expressed a preference 
for a large office in place of the office lr.rhere they v-rere 
currently ernployed and which was considered to be a fairly 
small office . 
Twenty- five of the 140 respondents were employed in 
offices having three people; 19, or 13 . 6 per cent , were 
employed in one - girl offices; while 18, or 12 . 9 per cent, 
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worked in ofriees having six people in the ofrice; and rour 
graduates worked in ofrices with seven orfice workers. Two 
graduates stated that they were in offices with eight other 
girls . Two more were employed in ofrices having nin e others 
in the office. Seven girls worked in ten-girl ofrices, four 
worked in ofrices with 15 other workers, one with 16 workers, 
and one with 18 other people in the orfice. Three graduates 
worked in ofrices employing 20 people, three worked in 50-
girl orriees, and there were othemhaving rrom 22 to 1600 
co-workers i n their ofrices . 
TABLE X 
NUMBER OF EMPLOYEES IN THE IMMEDIATE DEPARTMENT WHERE 
_TIJE CF-A~LER GRADUATES W~E EMP~OYED 
Employees 
l 
2 
3 
4 
5 
6 
7 
8 
9 
10 
ll 
12 
14 
15 
16 
18 
20 
22 
24 
Number 
Reporting 
19 
18 
25 
ll 
9 
12 
4 
2 
2 
7 
4 
l 
5 
l 
l 
l 
3 
l 
l 
Per Cent 
pr Total 
13·7 
12.9 
17.9 
7·9 6.4 
8.6 
2.9 
1.4 
1.4 
.s.o 
2.9 
·1 
3·6 
·1 
·1 
·1 
2.1 
·1 
·1 
TABLE X cont . 
!ITUMBER OF EMPLOYEES IN THE IMMEDIATE DEP ARTIVIENT WHERE 
THE CHANDLER GRADUATES _WERE EMPLOYED 
Employees 
25 
40 
50 
55 
67 
70 
72 
80 
82 
110 
1600 
TOTALS 
Number 
Reporting 
1 
1 
3 
1 
1 
1 
1 
1 
1 
1 
1 
140 
Per Cent 
of Total 
· 7 
· 7 
2.1 
·7 
· 7 
·7 
· · 7 
· 7 
·7 
· 7 
·7 
100 . 0 
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The range in office personnel is quite scattered, rang-
ing from the very small to the extremely large and impersonal 
type of office where each girl is but a cog in the wheel of 
progress. 
As indicated in Table XI, the salaries received by 
graduates in their initial positions ranged from $22 per 
week to $46.50 per week. Most of the graduates received 
salary increases before many months had passed . The 
increases ranged from $1 per week to $31 per week, which was 
the highest increase given to any graduate. The majority of 
the graduates received $30 per week as a starting salary and 
were advanced to $35 or $40 before the end of the year . The 
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salary scale on the·. whole was fairly high, and many girls 
made very high sala.ries because of overtime pay, working more 
than 40 hours per week. Table XI shows that the average 
starting salary received by a Chandler graduate was $32 per 
week ; the average present salary was $36.40. The average 
weekly increase was $ 4.25. 
TABLE XI 
BEGINNING AND PRESENT SALARY OF CHANDLER· GRADUATES 
Number Beginning Present Increase 
Reporting . Salary Salary 
l $ 22.00 $ 22.00 $ none 
1 25.00 30.00 5.oo 
1 25.00 31._50 6.50 
1 25. 00 32.00 7.00 
1 25.00 40.00 15.00 
2 27.00 30.00 3-00 
l 27.00 36.00 9.00 
1 28.00 32.00 4.00 
1 28.00 35.00 7-00 
1 28 .00 35.25 7-25 
l 28 .50 31-50 3-00 
14 30.00 30.00 none 
6 30.00 32.00 2.00 
3 30.00 32-50 2.50 
3 30.00 33-00 3-00 
5 30.00 34-00 4·00 
10 30.00 35-00 5.oo 
1 30.00 35-50 5-50 
2 30.00 36.00 6.00 
2 30.00 37-00 7.00 
l 30.00 38.00 8.oo 
1 30.00 39.00 9.00 
4 30.00 40.00 10.00 
l 30.00 43.00 13.00 
1 30.00 52.00 22.00 
l 30.00 61.00 31.00 
1 30.40 39-00 8.60 
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TABLE XI cont. 
BEGINNING AND PRESEN'r SALARY OF CHANDLER GRADUATES 
Number Beginning Present Increase 
Reporting Salary Salary 
1 $ 31.00 $ 31.00 $ none 
1 31.00 34·50 3·50 
1 31.00 35.00 4.00 
1 31.00 37.00 6 . 00 
1 31·33 39·46 8.13 
1 31.50 32-50 1.00 
l 31.85 37.62 5·77 
2 32.00 32.00 none 
l 32.00 32.50 .50 
2 32.00 35-00 . 3.00 
2 32.00 36.00 4.00 
l 32.00 38.00 6.00 
l 32 . 00 39.00 7-00 
2 32.50 32.50 none 
1 32.50 33-50 1.00 
l 32.50 35.00 2.50 
1 32.50 37.00 4 ·50 
l 32.50 3B.oo 5-50 
1 3 2~50 40.00 7-50 
l 33-00 33-00 none 
4 33.00 35-00 2.00 
l 33-00 40.00 7-00 
1 33·50 33·50 none 
1 33·50 35.00 1 .50 
l 34-00 37.00 3.00 
1 3L~. oo 44-00 10.00 
5 35-00 35-00 none 
3 35.00 37.00 2. 00 
2 35-00 37-50 2.50 
5 35-00 38.00 3.00 
3 35.00 . 39.00 4.00 
5 35.00 40.00 5.00 
1 35.00 40.40 5-40 
l 35.00 42.50 7·50 
1 35.00 47•00 12.00 
l 35-00 50.00 15.00 
1 35-75 36-75 1.00 
1 36.20 58.50 22.30 
2 37-50 37·50 none 
1 37·50 40 .00 2.50 
lj. 4 
TABLE XI cont. 
BEG INNING AND PRESENT SALARY OF CHANDLER GRADUATES 
Number Beginning Present Increase 
Reporting . Salary $alary 
1 $ 37·50 $ 43.50 $ 6.00 
1 38.00 40.00 2.00 
1 38.00 42.00 4.00 
1 38.00 41·37 3· 37 
1 40.00 40.00 none 
1 43-00 48.00 5.00 
1 43-00 53.00 10.00 
1 45-00 45.00 none 
1 45.00 47·50 2.50 
1 46.50 46-50 none 
AVERAGES $ 32.00 $ 36-40 rp 4· 25 
Many girls· replying seemed to think they should be 
getting a higher salary for the type and amount of work done 
per week. Several anticipated a salary increase at the time 
this survey was made. F'or beginning officer workers, how-
ever, the salary scale was fairly high, and the increases 
received during the period of a year or two were extremely 
high. The salary scale is clearly. shown in Table XI, which 
gives the beginning salary, present salary, ~nd increase in 
salary for each graduate. 
The salaries indicated in Table XI seem to be commensu-
rate with the number of working hours put in each week by 
the graduates answering the questionnaire. As indicated in 
Tabl e XII, out of the 152 respondents answering the question 
,' 
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concerning the number of hours of work per week, 59 of the 
graduates worked a 40-hour week; 37 worked a 35•hour week; 
23 of the graduates worked 38 hours per week; and 10 worked 
37 hours a week. One of the girls worked 54 hours a week , 
although she did not state the a.rli.ount of overtime i .ncluded. 
Four of the graduates replying worked 33 hours a week; four 
worked 44 hours per week; and four girls worked 48 hours a 
week . Only one girl worked as little as 26 hours a week; 
two others worked a 30-hour week; one graduate worked 34 
hours weekly; three worked 39 hours per week; and three 
worked 43 hours per week. Saturdays were included in many 
-
of the graduates ,r hours of work each week. 
TABLE XII 
Ntll\ffiER OF HOuRS OF WORK PER WEEK 
Number Number of 
Reporting Hours 
l 26 
2 30 
4 33 
1 34 
37 35 
10 37 
23 38 
3 39 
59 L~o 
3 43 
4 44 
4 48 
l 54 
AVERAGE 38 
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Table XII shows that the Chandler graduates worked ~n 
average of 38 hours a week. 
The graduates were asked whether they transcribed letters 
as dictated, or whether they changed letters when transcribing 
from their shorthand notes . Of 136 answering the question, 
68 answered that they transcribed the letters as dictated. 
The other 50 per cent of those reporting answered that they 
ch~nged the letters when transcribing, if changes were needed. 
TABLE XIII 
METHOD OF TRANSCRIBING LETTERS 
Method of Number Per Cent 
Transcribing Reporting of Total 
As dictated 68 50.0 
Qhange them 68 50.0 
TOTAL 136 100.0 
The majority of the graduates adapted themselves very 
readily and had little difficulty in adjusting from school 
to the office situation. Out of 147 answering this question, 
129 graduates, or 87.8 per cent, indicated that they had no 
difficulty adjusting to the office situation. Only 18, or 
12~2 per cent, had some difficulty in adjusting to office 
routine. One graduate had some difficulty in learning 
executive titles in her firm and in learning the names of 
.. 
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foreign cheeses used in the grocery company in which she was 
employed. She could only learn this phase of the work 
through practical experience. Two or three of the graduates 
were employed by the Government, and they had diff.iculty on 
the job because working for the Government was somewhat 
different than private industry. 
TABLE XIV 
DIFFICULTY IN ADJUSTING TO THE OFFICE SITUATION 
Answer 
Difficulty 
No difficulty 
TOTALS 
Number 
·Reporting 
18 
147 
165 
Per Cent 
qf Total 
100.0 
The writers were surprised to learn from this survey 
the number of graduates who had difficulty in telephone 
technique; such as, answering the telephone, taking messages, 
ma¥ing long-distance calls, and knowing what to say f or the 
particular occasion. One girl seemed to have difficulty in 
getting accustomed to the different voices heard on the 
dictaphone. 
Several of the girls had some difficulty with the.filing 
systems in the particular office where they were employed. 
One girl found it extremely difficult to adapt herself to the 
office situation because of constant interruptions during 
the day. She was more accustomed to the quiet, orderly 
routine of a school day. There were few girls . who wrote 
that they had difficulty with letter setup, or in setting 
up cards, papers, legal forms , or other blanks that were 
used in the various offices in which they were employed. 
One girl did a great deal of billing and had some difficulty 
at first. There were many girls whose r chief difficulties 
were learning the vocabulary of the various businesses. 
This, of course, is acquired primarily through experience 
and on-the-job training, more so l:ihan during the school 
training. 
Some girls found it hard to get used to taking 25 to 
30 letters a day in shorthand and keeping notes sometimes 
days before transcribing. One or two girls were not able to 
take the dictation as rapidly as it was given. One girl had 
some bookkeeping to do and had difficulty with this because 
she knew little about bookkeeping. Still another difficulty 
was expressed by one who needed to learn how to operate the 
I.B.M. typewriter. 
The majority of the graduates specified that their 
employers were particular about letter setup, as shown in 
Table XV. Only 55, or 36.7 per cent, of the respondents 
stated that their employers were not particular how they set 
up their letters . Therefore, the girls in this latter group 
could set the letters up in any style that they preferred. 
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TABLE XV 
IS YOUR EMPLOYER PARTICULAR ABOUT LETTER S~UP? 
Answer 
Yes 
No 
TOTALS 
Number 
Reporting 
95 
55 
Per Cent 
of Total 
100.0 
As shown in Table XVI, most of the employers were more 
concerned with the grammar uaage in letters than with letter 
style. Out of 147 r espondents , 122, or 83.0 per cent, of 
the employers were especially particular about the grammar 
used. Only 25, or 17.0 per cent, were not particular about 
the type of grruTh~ar used in their letters. 
TABLE XVI 
IS YOUR EMPLOYER PARTICULAR ABOUT GRAMMAR USAGE? 
Answer Number Per Cent 
Reporting _of Total 
Yes 122 83.0 
No 25 17.0 
TOTALS 147 100.0 
After accepting graduates with training beyond that of 
the high school level, many concerns gave further training 
on the job to their new employees. Of 149 girls answering 
the question, "Was f'urther training given on the job," 89 
of the respondents answered that they had received further 
training; 60 stated that no further training was given on 
the job after they had been hired for the position. 
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According to Table XVII , most of the graduates found 
that all of the courses which they had studied at Chandler 
were helpful to them in one way or another. Of the graduates 
answering the question concerning which subjects were most 
helpful to them, 121, or 73·4 per cent, selected typewriting; 
106, or 64.2 per cent, selected shorthand. English composi-
tion was selected by 76, or 46 .1 per cent, of the graduates. 
Sixty-two, or 31.5 per cent, of the girls chose office 
practice as the most helpf'ul subject; while 51, or 30.8 per 
cent, indicated filing as one of the most helpf'ul subjects. 
Others showed preference for machines, mathematics, medical 
shorthand, legal shorthand, history, economics, and the 
course in personality and grooming. 
Table XVII shows in order of frequency of mention, the 
number of' graduates selecting typewriting as the most helpf'ul 
subject, shorthand as one of the most important subjeclts, 
followed by English composition, office practice, filing, 
and the other subjects taught at Chandler in order of help-
fulness to the graduate. 
TABLE XVII 
SCHOOL SUBJECTS MOST HELPFUL TO CHANDLER· GP~DUATES 
Subject 
Typewriting 
Shorthand 
English Composition 
Office Practice 
Filing 
Machines 
Mathematics 
Bookkeeping 
Business Administration 
English Literature 
JV1edical Course 
Medical Shorthand 
Legal Shorthand 
Choral Work 
Persona~ity and Grooming 
Law Course 
History 
Economics 
Number 
Reporting:~ 
121 
106 
76 
62 
51 
43 
43 
22 
21 
9 
6 
5 
2 
2 
2 
1 
1 
1 
Per Cent 
of Total 
73 · 4 
64. 2 
46 . 1 
31 ·5 
30 . 8 
26 . 1 
26 . 1 
lJ.J 
12.7 
5-5 J . 6 
J . O 
1 . 2 
1 . 2 
1 . 2 
. 6 
. 6 
. 6 
~:·Some res pondents indicated several subjects. 
The graduates were asked to check the subjects which 
were least helpful to them at Chandler. Of the number 
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answering this question, 61 , or 37 per cent , s elected filing 
as t h e least helpful subject . Other subjects which were 
considered to be least helpful were machines , office 
practice, mathematics , English composition, choral work , 
shorthand, typewriting, bookkeeping , English literature , 
history, business adw~nistration, legal shorthand, and 
medical shorthand. This does not mean that these subj e cts 
were not helpful or useful to the individual , but that they 
were not as helpful as other subjects taken. Table XVIII 
shows the subjects in order of frequency of mention by the 
graduates answering this question. 
' . 
TABLE XVIII 
SCHOOL SUBJECTS LEAST HELPFUL TO GRADUATES 
Filing 
I'lachines 
Subject 
Office Practice 
Mathematics 
English Composition 
Qhoral Work 
Shorthand 
Typewriting 
Bookkeeping 
English Literature 
Hist ory -
Business Admini stration 
Law Course. 
Legal Shorthand 
Medical Course 
Medical Shorthand 
Number 
Reportin~~ 
61 
47 
41 
35 
34 
33 
31 
30 
30 
26 
23 
21 
6 
6 
6 
5 
Per Cent 
of Total 
37-0 
28._5 
24.8 
21.2 
20.6 
20.0 
18.8 
18.2 
18.2 
15.8 
13.9 
12.7 
3·6 
3-6 
3·6 
J.O 
*Some respondents i nd ica ted several subjects. 
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It is most gratifying arid rewarding to have the graduates 
of any class satisfied with their positions. Out of 151 
answering the question, "Are you satisfied with your present 
position," 128 answered i n the affirmative. Only 23 
i ndicated that they were not satisfied with their present 
positions. Several of the girls who wrote that they were 
not satisfied with their present positions stated that there 
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was no chance for advancen1ent either in rating or in salary 
in spite of the quality of the work. One or two girls were 
looking for more diversified and more interesting positions. 
One girl strongly stated that a higher wage should have been 
procured for her, since she was a graduate of a private 
business school. One graduate disliked her job because she 
had to work 44 hours a week and did not enjoy working so 
many hours. One or two girls disliked their jobs because 
they were not using their shorthand training very much and 
would prefer to do more of that type of work. A few girls 
disliked their jobs because of the amount of commuting done 
to and from work, and they found this tiring. A small 
number of t he girls replied that they would prefer to work 
in their home towns rather than in Boston. 
Other graduates commented favorably about their present 
positions. They stated ' that they enjoyed working with their 
fellow workers, and that they found the work very interesting 
and diversified. One girl wrote that she was very satisfied 
with the position she had secured through the School. She 
-
enjoyed the work she was doing and the congenial group with 
whom she worked. 
Some of the other comments made by the graduates regard-
ing their present positions were: (a) little contact with 
people; (b) salaries were too low; (c) work uninteresting; 
(d) not enough work to do during the day; (e) work was too 
seasonal; (f) employer was unreasonable; (g) not enough 
5~­
secretarial work; (h) preferr'ed working for a man rather• than 
fo r a woman ; (i) hours of work too long . Other comments were 
bas ed on salary and little chance for advancement . One 
graduate claimed that the doctcr for whom she was working was 
a very difficult person to get along with and was not very 
clear in giving orders or directions. 
The dissatisfied people were few in number compared to 
the large number of girls who were satisfied with their 
present positions. Many of these people had been promoted 
af ter a short period· of time and were eager to do well on 
the job. There will ·always be a small group of people who 
f ind things to upset them and who would not be happy with 
any type of work, regardless of conditions and chances for 
advancement. The largest number of girls were dissatisfied 
b e cause of salary, commuting distance to and from work, long 
wo r k ing hours per week, little chance for adv ancement, t oo 
much routine work, and lack of shorthand and typing in their 
daily work. However, though these complaints may be justi-
f iable, they are basically general complaints which are not 
related to the def iciencies in the program and are not to 
be wei ghed too seriously in summarizing the results of this 
stu dy . 
The section of the questionnai r e pertaining to job 
activities was devised to determin e what actual duties the 
former studen ts of the Chandler School for Women were per-
f orming in their off ice positions and where they believed 
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that the activity should be taught (In school, On the job, 
' 
or in Both places). Using the findings as a basis, the 
officials of the School can build the curriculum so that the 
courses include those activities which received the highest 
percentage ratings. 
Table XIX includes the 80 activities which appeared on 
the original check list. The activities are placed in order 
of frequency of performance. 11Rank number 11 indicates where 
the activity stands in the order of frequency of performance. 
Under the column entitled "Number performing activity" 
is listed the total frequencies of performance of the 
activities. This total equals the sum of the frequencies in 
the following columns: "Done more than half of every day, 11 
11Done less than half of every day," "Done often through the 
-
week , 11 "Done occasionally through the week, 11 and 11Done 
monthly or less often.n 
The headings "In sehool, 11 "On the job, 11 and 11Both 11 
indicate where , in the opinion of the graduates, the activi-
ties should be taught. 
As shown in Table XIX, "Typing with two or more 
carbons," "Taking dictation in shorthand, 11 and 11Answering 
telephone" were ranked highest by the graduates performing 
them. The majority of the graduates felt that the f irst two 
activi ties should be taught in school; they believed, how-
ever, that 11Answering the telephone" should be taught both 
-
i n school and on the job. 
TABLE XIX 
ACTIVITIES PERFORMED BY CHANDLER GRADUATES 
RANKED IN ORDER OF FREQUENCY OF NUMBER OF PEOPLE PERFORMING 
ACTIVITY 
JOB ACTIVrrY 
l Typing with two or more 
carbons 142 69 19 37 9 
..0 
r-1 0 
0 ..... 
0 
.£l Q) 
0 .!:! 
rfl ..p .!:! 
..p 
~ s:: 0 
H 0 fXl 
8 101 3 5 
2 Taking dictation in 
shorthand 136 39 46 23 17 11 120 l 13 
3 Answering telephone 134 61 30 26 13 4 42 22 39 
-
4 . 5 Typing from handwriting 126 9 12 43 38 24 54 53 25 
4.5 Changing typewriter 
ribbons 
6 . 5 Taking dictation sitting 
126 4 l 6 15 100 
down at desk 124 21 35 27 26 15 
6.5 Greeting visitors 124 41 10 35 24 14 
9 Typing personal letters 
for employer 122 6 3 28 49 36 
9 Typing reports 122 13 17 27 19 46 
9 Composing letters at the 
81 4 15 
89 8 18 
39 28 43 
44- 55 28 
56 23 46 
typewriter 122 7 13 31 37 34 90 2 25 
11 Filling in printed forms 120 11 10 24 28 47 52 44 28 
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TABLE XIX cont. 
ACTIVITIES PERFORMED BY CHANDLER GRADUATES 
RANKED IN ORDER OF FREQDrillNCY OF NUMBER OF PEOPLE PERFORMING 
ACTIVI'rY 
bO ..c: ~ G-! G-! Ql) ~ 0 0 :3 
•r-l 0 'ci~ H E1 G-! G-! H 0 H .-I .-I ..c: §<!l 0 a! llS .p ~ H JOB ACTIVITY G-i ..c: ..c: •r-l..C: .-ts:l Q) H §~ §~ ~ Ol+:i ,q Q) .0 ! ~t Q)~ I:U ..P-P .-I 0 ,..qrc .PQ) g~ ~G-i 0 •I"'J •r-1 ,..q G-!50 0 0 0 H!> :~ :~ 0~ 0~ s ,..q <D Q)o.-1 ~~ 17.1 0 ..c: ~ ..O..P (!)~ (!) Ol 17.1 ..p ..cl ~ s~ 8~ ~~ 8:5 s:l (!) ..p m 04-:i 0.-t s:l Q 0 0::: z ~ ....:! ~ A ~ H 0 j::Q 
13 Typing form letters 114 8 9 28 36 33 54 35 38 
13 Tabulations and statis-
tical work 114 7 9 17 27 54 80 7 30 
13 Alphabetic filing by 
narne 114 16 27 37 25 9 76 6 10 
15 Typing postal cards or 
index cards 113 4 8 24 24 53 77 28 19 
16 Proofreading 110 45 15 29 14 7 79 7 32 
17.5 Typing from rough drafts 108 8 7 24 29 40 68 15 32 
17 .5 Answering mail requests 108 16 16 25 32 19 29 32 30 
19 Typing inter-of fice 
54128 correspondence 103 16 14 40 13 20 30 
20 Opening and distributing 
mail 100 18 39 17 21 5 22 48 23 
21 Preparing material f'or 
filing 96 10 16 47 19 L~ 51 21 17 
22 Sorting material for 
filing 93 10 20 43 15 5 53 23 15 
23 Typing tabs and labels 90 4 5 21 20 40 57 33 20 
24 Doing office housekeeping 90 6 18 23 27 16 22 41 17 
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TABLE XIX cont. 
ACTIVITIES PERFORMED BY CF~~IDLER GRADUATES 
RANKED IN ORDER OF FREQUENCY OF NUMBER OF PEOPLE PERB'ORMING 
. ACTIVITY 
,q 
00 li-t li-t 00 ~~ ~ 0 0 ::s 
•rl 0 ~~ H s li-1 li-t H 0 
H .-l .-l ,q ~ 
0 al al .p QQ) ~ 
H JOB ACTIVITY G-1 ,q ,q ..-!.r:l .-l~ (!) ~~ Q~ ~~ Q m.P ,qQ) .a ..0 . . Q) al .p..p rl 0 ~ PrP ro'ti rorcJ .p~ g.g r:!li--1 0 •.--;, •rl :5~ $? c..,'~ 00 0 HI> 0~ o:=s s ..q Q) Q)...-1 H H 0 tl.l __ Q .£1 ~ .O.P Q)Q) (f.)Q) Q) ~.a Q)l)l co .p ..cl ~ s~ HI> m:> ~~ ~Q) .p ro O<D (!)(!) O..P Orl r:: s:: 0 (2:: z ~ H (:::\~ (:::\ (:::\ H 0 ~ 
25 Use of multiplication 89 12 19 20 26 12 73 7 10 
26 Typing alphabetic lists 88 3 2 12 12 59 72 20 20 
27.5 Typing bills, invoices, 
and statements 86 9 15 25 10 27 58 25 32 
27 .5 Taking dictation with pad 
on knee 86 10 16 24 19 17 75 11 16 
29 Taking dicta.tion over the 
telephone 80 l 8 6 24 41 58 32 20 
30._5 Typing telegrams 76 l 5 18 19 33 85 15 17 
30._5 Use of decimals 76 11 14 19 17 15 70 8 7 
32 Taking letters at the 
typewriter 74- 2 1 7 23 41 84 9 36 
33 Typing insurance poli-
cies, agreements, and 
contracts 68 5 6 16 10 31 40 29 37 
34·5 Typing articles and 
manuscripts 67 3 l 11 18 34 68 13 26 
34·5 Use of division 67 6 12 17 15 17 67 6 6 
36 Burroughs adding machine 66 9 12 13 18 14 71 22 9 
37 Typing master sheets f or 
other duplicators 61 4 4 ll ll 31 81 6 22 
59 
TABLE XIX cont. 
ACTIVITIES PERFORMED BY CHANDLER GRADUATES 
RANKED IN ORDER OF FREQUENCY OF NUMBER OF PEOPLE PER1~'0RlVIING 
ACTIVITY 
60 G-t G-t ib ~~ ~ 0 0 p 
·g 0 ~~ H G-t G-t 
.E H r-i r-i ~ 0 
H 
0 aS aS ..j..) ~~ JOB ACTIVITY G-t ..c: ,.q p.., <1) H ~~ ~ ~ ~ 17l4-: r-IQ § <D!': $~ aS ..c1<D ..0 . . P,.P ~'L al'L g{ +J.P r-1 0 
•r-1 ,.q 
:S ~ ~~ ~G-t 0 •.---;, ;2i H:> :~ : ~ ~ 0 0 (j)or-f ,.q <1) ..':s:l ..0-P ~ g ~~ l7l 0 ,.q § so ~~ §~ §:5 (j) rt.l rt.l .p ,.q ttl <1) 0: ~ <1) ..j..) 
p::; ;z:; ~ 1-=1 A p Or-1 ~ ~ 0 p ' H · 0 p:j 
J8.5 Cutting stencils 58 1 1 15 10 31 96 1 17 
J8.5 Making reservations 58 2 l 7 16 32 37 28 16 
110 Alphabetic filing by 
-r 
subject 57 6 7 27 11 6 53 8 19 
41.5 Long-carriage typewriter 56 9 2 12 10 23 74 4 9 
.. 
41 -5 Numeric filing 56 ll 17 14 10 4 59 9 16 
~-3 Handling petty cash 55 4 12 13 13 13 34 24 17 
~-4 Use of fractions 54 6 4 13 15 16 62 8 8 
45 Typing inventory lists 52 3 3 9 9 28 43 31 28 
46 Cross referencing 51 5 3 21 14 8 62 8 15 
47 Making bank deposits 50 3 10 14 9 14 . 39 21 13 
48 Taking dictation standing 
up 47 1 3 3 22 18 66 1 8 ll 
49 Typing legal forms 45 4 4 6 5 26 57 9 32 
50 Typing financial state-
ments 43 6 0 7 4 26 46 13 33 
51.5 Mimeograph 41 l l 14 7 18 66 3 8 
51 .5 Alphabetic filing by 8 location 41 3 5 19 6 52 9 16 
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TABLE XIX cont. 
ACTIVITIES PERFOR~lliD BY CHANDLER GRADUATES 
RANKED IN _ORDER OF FREQUENCY . OF ~illER OF PEOPLE PERFORMING 
ACTIVITY _ 
-
i 00 ~ G-; ~ ~~ s:: 0 0 ;::::! ~~ •ri 0 H s ~I ~ H 0 
H rl rl ..cl § <! 0 al al ..j..) ~ 
H JOB ACTIVITY G-i ..cl ...c: ~i .-Jr::1 (!) H 
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54 Typing minut;es of 
meetings 40 4 0 5 4 27 52 19 25 
54 Electric typewriter 40 13 1 3 10 13 64 1 11 
54 Handling daily cash 40 8 11 8 7 6 33 22 19 
56 Posting 37 8 8 8 7 6 50 6 17 
--
57 Supervising other 
employees in department 35 7 3 / 10 9 25 45 22 0 
58 Ma."ldng Govermaent reports 34 3 2 3 3 23 34 15 22 
59 Paying bills 33 0 5 10 10 8 32 20 19 
60 .5 Monroe calculator 32 l 4 4 11 12 65 1 6 
60.5 Waiting on customers 32 11 6 8 3 4 14 28 21 
62 Making out itineraries 28 0 1 5 8 14 26 25 20 
63 Remington adding machine 27 4 4 6 7 6 62 0 5 
64 Typing programs and menus 26 2 0 5 5 14 58 22 15 
65 Making entries in the 
general ledger 24 3 5 8 4 4 L~9 4 15 
66.5 Taking dictation at busi-
/ 
ness conferences 23 0 2 0 5 10 36 34 23 
ol 
TABLE XIX cont. 
ACTIVI'riES PERFORNIED BY CHANDLER GRADUATES 
RANKED IN ORDER OF FREQUENCY OF NUMBER OF PEOPLE PERFORMING 
ACTIVITY 
00 G--J G--J ~0 P:>~ Q 0 0 ~ ~~ •r-1 0 H s G--J c,..., 
.a 0 H r-l r-l ~ 
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66.5 Ivlaking -general journal 
entries 23 3 9 3 5 3 46 4 15 
69.5 Sundstrand adding-listing 
machine 21 l 5 5 6 4 63 l 6 
69.5 Reconciling bank state-
ment 21 l l l l 17 54 5 10 
69.5 Balancing checkbook 21 l 0 3 2 15 53 4 10 
69 .5 Making up payroll 21 0 2 6 8 5 37 12 21 
72.5 Ediphone 19 4 l L~ 4 6 61 l 7 
72-5 Comptometer 19 3 3 3 7 3 65 l 6 
74·5 Typing medical Peports 18 3 2 4 5 4 51 14 26 
74-5 Typing bibliographies 18 l 2 3 2 10 59 17 17 
76 Cashier work 17 8 2 3 l 3 12 31 21 
77 Working in the laboratory 14 2 4 3 J 2 24 25 19 
"78 .. ,,... Use of addition ll 0 6 3 2 0 7 l l 
79·5 Dictaphone 10 2 2 2 l 3 54 0 9 
79-5 Mimeoscope 10 l 0 0 2 7 56 3 7 
*Not listed on original check list. 
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TABLE XIX cont. 
ACTIVITIES PERFORMED BY CHANDLER GRADUATES 
RANKED IN ORDER OF FREQUENCY . OF NUMBER OF PEOPL~ PERFORMING 
ACTIVITY . 
JOB ACTIVI'rY 
-::-81 Other duplicators 
-::·82 . 5 Switchboard 
82.5 Attending court sessions 
-::-84.5 Soundscri ber--Audograph 
-
-::-84.5 Use of subtraction 
-::-86 Addressograph 
-::-87 Checkwriter 
Friden calculator 
Marchant calculator 
Use of p ercentages 
9 0 l 4 2 
8 2 0 4 l 
8 0 0 2 l 
7 2 2 l 2 
7 0 5 2 0 
6 0 2 2 2 
5 0 0 3 0 
3 0 l 0 0 
3 l 2 0 0 
3 0 l l l 
*Not listed on original check list. 
2 
l 
5 
0 
0 
0 
2 
2 
0 
0 
6 l l 
l 2 3 
ll 32 19 
5 l l 
4 l 0 
3 2 0 
2 l 3 
2 0 l 
l l 0 
3 0 0 
The following activities also ranked high in total 
frequency: 
Typing from handwriting 
Changing typewriter ribbons 
Taking dictation sitting down at desk 
Greeting visitors 
Typing personal letters for employer 
Typing reports 
Composing letters at the typewriter 
Filling i n printed forms 
With the exception of 11 Greeting visitors" and "Filling in 
-
printed forms," the majority of the former students believed 
that these activities should be taught in school. The 
graduates felt that the two activities mentioned above should 
be given as much emphasis 11 0n the job" as "In school." 
Other duties rating high on the activity list were: 
"Ty-ping form letters," 11Tabulations and statistical work, 11 
-]!Alphabetic filing by name," 11Typing postal or index cards, " 
ii :Proofreading, 11 "Typing fro~ rough drafts, 11 "Answering mail 
;,equests, " "Typing inter-office correspond~n~e, " and "Opening 
and distributing mail." The majority of the graduates 
thought that these activities should be taught in school, 
but that "Answering mail requests 11 and "Opening and distribu-
ting mail 11 should be given equal emphasis on the job. 
The Burroughs adding machine was the calculating machine 
most frequently used by the graduates. Nine f ormer students 
use the machine "More than half of every day;" 25 use it 
daily or often during the week; and 32 use it infrequently. 
While 22 of the respondents believed that the operation of 
the machine should be learned "On, the job," 71, or 87 per 
cent of the respondents, thought it should be taught in 
school; and only nine decided to give the operation of the 
machine emphasis in both places. 
Business machines were used infrequently for the most 
part. The mimeograph was second in frequency, with 41 
people using it. Only one respondent used the mimeograph 
"More t;han half of every day." 
According to Table XIX, typing activities are performed 
more than any other activity. Of the 20 activities highest 
in frequency, ll are typing activities, three stenographic, 
one filing, and four general. Taking dictation is second in 
rruL~ , however, with 136 of the 165 graduates responding that 
they used it in their work. 
Although the bookkeeping activities were infrequently 
. 
performed and were well down on the frequency list, the 
majority of the graduates thought that these activities 
should be given some consideration in school. 
Provision was made f or the graduates to list other 
activities which they performed other than the 80 activities 
listed on the general information sheet. The following list 
contains those activities which a few graduates noted: 
Typing news releases 
Printing blueprints 
Typing requisitions 
Preparing vouchers 
~aking bulletin board displays 
Typing bills of lading 
Waking graphs 
Making out personal expense accounts 
~~Using: addition 
subtraction 
percentages 
Setting phototype 
Radio scripts 
Keeping publicity scrapbooks 
Checking laboratory reports 
Gleaning and distributing dictaphone records 
-::-Using following office machines: 
Soundscriber 
Audograph 
Jrriden calculator 
Addressograph 
Other duplicators 
Gheckwriter 
Marchant calculator 
Switchboard 
Many of these activities were of' a specialized nature and 
p ertain to specific businesses. However, in the case of 
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mathematics and the machines, if more than one person noted 
a particular item, it was added to the activities and listed 
in the frequency table when tabulated. The majority of the 
graduates believed that the additional activities which they 
noted and which were l isted on Table XIX should be learned 
in school. 
After a careful study of Table XIX, the next step was 
to set up a list of "Significa.nt Activities Performed by 
Chandler Graduates which should be Taught in School." 
I n order to facilitate the ha.ndling of frequency data 
contained in Table XIX, the five frequency columns were 
combined into three classifications of time-frequency in 
Table XX: Activities performed "More than half of every day" 
were considered Major Activities; those done "Less than half 
.;~Listed on Tables XIX and XX 
of every day" and "Often through the week" were considered 
as Regul ar Activities; and those performed "Occasionally 
-
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through the week" and "Monthly or less often" were considered 
as Occasional Activities. 
The approximate extent to which an activity tended to 
be "Major" or 11Minor 11 is expressed as a per cent through the 
following formula: The surn. of the 11Major 11 plus "Regular" 
-
activities was divided by the swn of the 11Major 11 plus 
"Regular" plus "Occasional" frequencies. 
A sim~ilar procedure was used in deterrdning where the 
activities should be taught. Activities listed under "In 
school 11 were added to ·- those listed under "Both 11 and the 
result divided by the total of the three columns "In school, 11 
non the job, 11 and "Both." 
As shown in Tabl e XX, "Typing with two or more carbons , 11 
·-. 
nTaking dictation in shorthand, 11 "Answering telephone , 11 
-' 
11Typing from handwriting," 11 Taking . dictation sitting down at 
desk," and "Greeting visitors" rated high in both time-
f requency and school~training ratings . 
'Changing typewriter ribbons, 11 though 4.5 in rank is 
performed infrequently and consequently has only a 9·per 
cent time-frequency rating. It has, however , one of the 
highest school-training ratings, 96 per cent. 
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TABLE XX 
TIME- FREQUENCY RATI NG AND SCHOOL- TP..AINING RATING 
OF ACTIVI TIES PERFOR~lliD . BY CHANDLER GRADUATES 
·~ I -n ~-- !:i~ ~ G-; +J ~~ 
0 t~ •.-4 a)' a: 6~ II ~ ~~~ <!) •r4 ..C: p. •rl G-; ~:d~ JOB ACTIVITY ::I ~ 0: ..p 0 <l 0 .. •rl ,:;rc 0 r-t-!3 a: 
,I .0 <D .pr,U ~ ~ r.U ~ ::::: 0 r-1 0 
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Typing with two or 
more carbons 142 69 56 17 88 101 3 
Taking dictation in 
short hand 136 39 69 28 79 120 l 
Answering t e l ephone 134 61 56 17 87 42 22 
Typing from hand• 
writi ng 126 9 55 62 51 54 53 
.Changing typewri ter 
ribbons 126 4 7 115 9 81 4 
Taking di ctat ion 
sitti ng down at 
desk 1 24 21 62 41 67 89 8 
Greeti ng vi s i to r s 124 L~l 45 38 69 39 28 
Typing pers onal 
letters for 
employer 122 6 31 85 30 44 55 
Typing reports 122 13 44 65 47 56 23 
Composing letters at 
the typewriter 122 7 4L~ 71 42 90 2 
67 
~ 
I:Q + '· 
,.q + 1-> ' 
..p ( /) + '-
0 
r:Q ra 
5 82 
13 99 
39 79 
25 60 
15 96 
18 93 
43 75 
28 57 
46 82 
25 98 
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TABLE XX cont. 
TIME-FREQUENCY RATING AND SCHOOL-TRAINING RATING 
OF ACTIVITIES PERFOR1Uill BY CHANDLER GRADUATES 
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Filling in printed 
f orms 120 11 34 75 38 52 44 
Typing form letters 114 8 37 69 39 54 35 
Tabul ations and 
statistical work 114 7 26 81 29 80 7 
Alphabetic filing by 
name 114 16 64 34 70 76 6 
Typing postal cards 
or index cards 113 4 32 7'7 32 77 28 
Proofreading 110 45 44 21 81 79 7 
Typing f rom rough 
drafts 108 8 31 69 36 68 15 
Answering mail 
requests 108 16 
,. 41 59 53 29 32 
Typing inter*office 
correspondence 103 16 34 33 49 54 28 
Opening and distrib-
uting mail 100 18 56 26 74 22 48 
Preparing material 
f or filing 96 10 63 23 76 51 21 
f or 
68 
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r:Q Cf.l 
28 65 
38 72 
30 94 
10 93 
19 77 
32 94 
32 87 
30 65 
30 75 
23 48 
17 76 
Sorting material 
. ; l r 2 93 0 63 20 78 ~3 3 15 75 
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23 
24 
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26 
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32 
33 
34·5 
TABLE XX cont. 
TI1ffi-FREQUENCY RATING AND SCHOOL-TRAINING RATING 
OF ACTIVITIES P~FORMED BY CHANDL~B GRADUATES 
. ' . 
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Typing tabs and 
labels 90 4 26 60 33 57 33 
Doing office house-
keeping 90 6 41 43 52 22 41 
Use of multiplication 89 12 39 38 57 73 7 
Typing alphabetic 
lists 88 3 14 71 19 72 20 
Typing bills, 
invoice::; and 
statements 86 9 40 37 57 58 25 
Taking dictation 
with pad on knee 86 10 40 36 58 75 11 
Ta..ldng dictation over 
the telephone 80 1 14 65 19 58 32 
Typing telegrams 76 1 23 52 32 85 15 
Use of decimals 76 ll 33 32 58 70 8 
Ta..ldng letters at 
the typewriter 74 2 8 64 14 84 9 
Typing insurance, 
policies, agree-
ments , and 
contracts 68 5 22 41 40 40 29 
Typing articles and 
manuscripts 67 3 12 52 18 68 13 
69 
D=l 
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20 70 
17 1J_a • f 
10 90 
20 82 
32 78 
16 89 
20 71 
17 87 
7 91 
36 93 
37 73 
26 88 
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TABLE XX cont. 
TI1lli-FREQUENCY RATING AND SCHOOL-TRAINING RATING 
OF ACTIVITIES PERFORMED BY CHANDLER GRADUATES 
JOB ACTIVITY 
34·5 Use of division 
37 
Burr oughs adding 
machine 
Typing master sheets 
for other dupli-
67 
66 
6 29 32 52 67 
.a 
0 
·~ 
(:Q 
r::Q + ( 
+I-;) 
tZl + ( 
6 6 92 
9 25 32 52 71 22 9 78 
cators 61 4 15 42 31 81 6 22 95 
i 
38.5 ' cutting stencils 
38.5 1 fuaking reservations 
58 
58 
l 16 41 29 96 l 17 99 
2 8 48 17 37 28 16 65 
40 Alphabetic filing by 
subject 57 6 34 17 70 53 8 19 90 
41 .5 Long-carriage 
typewriter 
L1_1.5 Numeric filing 
43 Handling petty cash 
45 
46 
47 
48 
Use of fractions 
Typing inventory 
lists 
Cross referencing 
Making bank deposits 
Taking dictation 
. standing up 
56 9 14 33 41 74 4 9 95 
56 11 31 14 75 59 9 16 89 
55 4 25 26 53 34 24 17 68 
5L~ 
52 
51 
50 
47 
I 
6 17 31 43 62 8 8 90 
3 12 37 29 43 31 28 70 
5 24 22 57 62 8 15 91 
3 24 23 54 39 21 13 71 
1 6 4o 15 66 1e 11 81 
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T.A.BLE XX c ont. 
TIAffi-FREQUENCY RATING AND SCHOOL-TRAINING RATING 
OF ACTIVITIES PERFORMED BY CHANDLER GRADUArEs 
JOB ACTIVITY 
49 Typing legal forms 
50 Typing f inancial 
statements 
51.5 Mimeograph 
51.5 Al phabetic f i ling by 
loc ation 
54 
54 
54 
56 
57 
58 
59 
Typing minut es of 
meetings · 
Electric typewriter 
Handling daily cash 
P osting 
Supervising other 
employees in dept. 
Making Government 
reports 
P aying bills 
60 .5 Monroe calcul ator 
60.5 Waiting on customers 
62 Making out itiner-
aries 
45 4 10 31 31 57 
43 
41 
6 
l 
7 
15 
30 . 30 
25 39 
461 
66 
41 3 24 14 66 52 
40 4 
1
40 13 
40 B 
5 
4 
19 
31 
23 
13 
23 
43 
68 
52 
64 
33 
..0 
0 c:Q 
•r-;:> 
9 32 91 
13 33 
3 B 
86 
96 
9 16 88 
19 25 80 
l 11 99 
22 19 70 
37 8 16 13 65 50 6 17 92 
35 7 9 19 46 25 45 22 51 
34 3 5 26 24 34 15 22t 79 
3J 0 15 18 45 32 20 19 72 
32 l 8 23 28 65 1 6 91 
32 11 14 7 78 14 28 21 56 
28 0 6 22 21 26 25 20 65 
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TABLE JCX cont. 
TIME-FREQUENCY RATING AND SCHOOL-TRAINING RATING 
OF ACTIVITIES PERFORI~D BY CHANDLER GRADUATES 
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Remington adding 
machine 27 4 10 13 52 62 0 
Typing programs and 
menus 26 2 5 19 27 58 22 
Making entries i n 
the general ledger 24 3 13 8 67 49 4 
Taking dictation at 
business 
conferences 2?. 
-' 
0 8 15 35 36 34 
Making general 
journal entries 23 3 12 8 65 46 4 
Sundstrand adding-
listing machine 21 1 10 10 52 63 1 
Balancing checkbook 21 1 2 18 14 54 5 
Reconciling ban."k: 
statement 21 1 3 17 19 53 4 
Making up payroll 21 0 8 13 38 37 12 
Ediphone 19 4 5 10 47 61 l 
Comptometer 19 3 6 10 47 65 l 
Typing medical 
18 6 50 51 14 reports 3 9 
Typing bibliographies 18 1 5 12 33 59 17 
7 2 
r:Q 
r:Q + ' 
+I-:> 
,.q 
.p (/) + ' 0 
r:Q (/) 
5 100 
15 77 
15 94 
23 63 
15 94 
6 99 
10 93 
10 94 
21 83 
7 99 
6 99 
26 85 
17 82 
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77 
78 
79-5 
79-5 
81 
82.5 
82 . 5 
84.5 
84.5 
86 
87 
89 
89 
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TABLE XX cont. 
TIME-FREQUENCY RATING AliD SCHOOL-TRAINING .RATING 
OF ACTIVITIES PERFORMED BY CHANDLER GRADUATES 
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Cashier work 17 8 5 4 77 1 2 31 
Working in the 
laboratory 14 2 7 5 64 24 25 
Use of additi on ll 0 9 2 82 7 1 
Di c t a.phone 10 2 4 4 60 54 0 
Mi me oscop e 10 1 0 9 10 56 3 
Other dup1ic~tors 9 0 5 4 56 6 1 
Switchboard 8 2 4 2 75 1 2 
Attending court 
sessions 8 0 2 6 25 11 32 
Soundscriber--
Audograph 7 2 3 2 71 5 1 
Use of subtraction 7 0 7 0 100 4 1 
Addressograph 6 0 4 2 67 3 2 
Checkwriter 5 0 3 2 60 2 1 
Friden c alculator 3 0 1 2 33 2 0 
Marchant ca1cu1B.tor 3 1 2 0 100 1 1 
Use of percentages 3 0 2 1 67 3 0 
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21 52 
19 63 
1 89 
9 100 
7 95 
1 88 
3 67 
19 48 
1 8 6 
0 80 
0 60 
3 83 
l 100 
0 50 
0 100 
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Table XXI contains the activities t~~en from the 
Unclassified list in Table XX and classified under six main 
headin gs f or the convenience of teachers and students. 
Table XXI condenses the elements of time into one figure , a 
time-f requency rating. The table also contains a col~u~n 
referring to the school-training rating. 
Although typing activities ranked high in total 
f requency in Tables XIX and XX, when the activities were 
classified in Table XXI the writers found that the time-
frequency rating for typing activities was rather low . 
11Typing with two or more carbons 11 had the highest rating, 
·-
88 per cent; ~nd 11Proofreading 11 was second with a rating of 
81 p er cent. 11 Typlng f rom handwriting, 11 11Typing bills, 
invoices, and statements, 11 and "Typing medical reports" 
., 
might also be noted as they had ratings of 51 per cent, 57 
per cent, and 50 per cent, respectively. The school-training 
rating s for typing activities, however, were somewhat higher . 
Those activities having a rating of 90 per cent were : 
"Cutting stencils, 11 99 p er cent; "Typing master sheets f or 
-
other duplicators 1 11 95 per c ent; 11Tabulations and statistical 
work , 11 94 per cent; "Proofreading, 11 94 per cent; "Taking 
l etters at the typewriter, 11 93 per cent; and 11Typing legal 
.f orms, 11 91 per cent. 
The most significant stenographic activities in terms 
of time-frequency rating were: "Taking dictation in 
shorthand," with a rating of 79 per cent; 11 Greeting visitors," 
7~ 
,) 
69 per cent; and 11Taking dictation sitting down at desk," 
with a frequency rating of 67 p er cent. The four activities 
which rated highest in the school-training rating were : 
"Taking dictation in shorthand, 11 99 p e r cent; "Composing 
- -
letters at the typewriter , " 98 per cent; 11Taking dictation 
- ' 
sitting down at desk, 93 per cent; and "Taking dictation 
with pad on knee," 89 per cent. 
' 
The highest time - frequency rating which any machine 
listed on the original check list received was 60 per cent, 
whi ch was registered f or the Dictaphone . All other machines 
fell below 53 per cent in their rating ; the lowest was the 
Monro e calculator with a rating of 28 per cen t. The school-
training rating fo r the machines listed on the ori ginal check 
list were 95 per cent or above, except for c-'1'/o machines : the 
Burroughs adding machine had a rating of 78 per cent , and the 
Monroe calculator had a rating of 91 per cent . 
The highest ti:ne - f requency ratings for bookkeeping 
activities were in the 60ts and included the f ollowing: 
"Handling daily cash, it whi ch had a rating of 68 per cent ; 
"Making entries in the general ledger , 11 67 per cent; 
-
uPosting, 11 65 per cent; and 11Making general journal entries , 11 
- - -
65 p er cent . All other activities were under 55 per cent. 
The school training ratings were somewhat higher , with four 
activities having a rating of 90 p er cent or better: "Ma_ldng 
-
general journal entries, 11 94 per cent; 11Making entries in the 
general ledger, 11 94 per cent ; "Reconciling bank statement, 11 
94 per cent; 11Balancing checkbook, " 93 per cent; and 
"Posting, 11 9 2 per cent. 
Filing activities had a higher over-all time-frequency 
rating than did the other activities, as all the items 
listed had a rating of 57 per cent or better. The over-al l 
school-training rating was also higher than that for other 
areas, with all activities rated 75 per cent or above. 
76 
In mathematics activities 11Division, 11 "Multiplication," 
and "Decimals " received a time ... frequency rating of 52 per 
"' 
cent or better, while "Fractions" had only a 43 per cent 
rating; however, all four activities had a school-training 
rating of 90 per cent or higher. 
Under general activities, the following activities 
might be noted for their time-frequency ratings: "Answering 
telephone, 11 87 per cent; "Waiting on customers, " 78 per 
cent; "Cashie r- work," 77 per cent; "Opening and distributing 
-
mail, 11 74 per cent; and ni!Jorking in the laboratory, 11 64 per 
cent. In the school-traini ng column nchanging typewriter 
ribbon s, " 96 per cent, and 11Answering telephone," 79 per 
cent, rated highest. 
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TABLE XXI 
ACTIVITIES CLASSIFIED AND LISTED IN ORDER OF RANK 
Rank Activity 
Classification 
Typing Activities 
Time-
Frequency 
Rating 
in % 
1 Typing with two or more carbons 88 
4·5 Typing from handwriting 51 
9 Typing personal letters for emplbye r 30 
9 Typing reports 47 
11 Filling in printed forms 38 
13 Typing form letters 39 
13 Tabulations and statistical work 29 
15 Typing postal cards and index cards 32 
16 Proofreading 81 
17.5 Typing from rough drafts 36 
19 Typing inter-office correspondence 49 
23 Typing tabs and labels 33 
26 Typing alphabetic lists 19 
27 .5 Typing bills, invoices, and 
statements 57 
30.5 Typing telegrams 32 
32 Taking letters at the typewriter 14 
33 Typing insurance policies, agree-
ments, and contracts 40 
School-
Training 
Rating 
in % 
82 
60 
57 
82 
65 
72 
94 
77 
94 
87 
75 
70 
82 
78 
87 
93 
73 
Ra_nk 
34·5 
37 
38 . 5 
45 
49 
50 
54 
64 
74-5 
74·5 
2 
6.5 
6.5 
9 
29 
48 
57 
66.5 
78 
TABLE XXI cont. 
ACTIVITIES CLASSIFIED AND LISTED IN ORDER OF RANK 
Activity 
Classification 
Typing articles and ma_nuscripts 
Typing master sheets for other 
duplicators 
Cutting stencils 
Typing inventory lists 
Typing legal forms 
Typing financial statements 
Typing minutes of meetings 
Typing progra_ms and menus 
Typing medical reports 
Typing bibliographies 
Stenog~aphic Activities 
Taking dictation in shorthand 
Taking dictation sitting down at 
desk 
Greeting visitors 
Time-
Frequency 
Rating 
in % 
18 
31 
29 
29 
31 
30 
23 
27 
50 
33 
79 
Composing letters at the typewriter 
67 
69 
42 
58 Taking dictation with pad on knee 
Taking dictation over the telephone 
Taking dictation standing up 
Supervising other employees 
Taking dictation at business 
conferences 
19 
15 
46 
35 
School-
Training 
Rating 
in % 
88 
95 
99 
70 
91 
86 
80 
77 
85 
82 
99 
93 
75 
98 
89 
71 
81 
51 
Rank 
36 
41.5 
51 . 5 
54 
60 .5 
63 
69.5 
72.5 
72.5 
79·5 
79 · 5 
-:~81 
-;~ 82 . 5 
-~<-84.5 
-:<-86 
-:<-87 
-:<- 89 
-::-89 
79 
TABLE XXI cont. 
ACTIVITIES CLASSIFIED AND LISTED IN ORDER OF RANK 
Activity 
Classification 
' . . -
Office Machines 
Burroughs adding machine 
Long-c arriage typewriter 
Mimeograph 
Electric typewriter 
Monroe calculator 
Rer.l'lington adding machine 
Sundstrand adding-listing 
Ediphone 
Comptometer 
Dictaphone 
Mimeoscope 
Other duplicators 
Switchboard 
Soundscriber--Audograph 
Addressograph 
Checkwriter 
Friden calculator 
Marchant calculator 
machine 
*Not listed on original check list. 
Time-
Frequency 
Hating 
in % 
52 
41 
39 
43 
28 
52 
52 
47 
47 
60 
10 
56 
75 
71 
67 
60 
33 
100 
School-
Training 
Rating 
in % 
78 
95 
96 . 
99 
91 
100 
99 
99 
99 
100 
95 
88 
67 
86 
60 
83 
100 
50 
Rank 
43 
47 
54 
56 
58 
59 
65 
66.5 
69 .5 
69.5 
69.5 
13 
21 
22 
40 
L~1 .. 5 
46 
51 -5 
80 
TABLE XXI co n t. 
ACTIVITIES CLASSIFIED A~ID LISTED IN ORDER OF RANK 
Activity 
Classification 
Book.l.{eeping Activities 
Handling petty cash 
Making bank deposits 
Handling daily cash 
P osting 
M~l.{ing Govern~ent reports 
Paying bills 
Making entries in the general 
ledger 
Making general journal entries 
Balancing checkbook 
Reconciling bank statement 
Making up payroll 
Filing Activities 
Alphab etic f iling by name 
Preparing material for filing 
Sorting material for filing 
-
Filing alphabetically by subject 
Numeric filing 
Cross referencing 
Alphabetic filing by location 
Time ... 
F'requenc~·­
Rating 
l. n ot ;a 
53 
54 
68 
65 
45 
67 
65 
14 
19 
38 
70 
76 
78 
70 
75 
57 
66 
School ... 
Training 
Rating 
in fa 
68 
71 
70 
92 
79 
72 
94 
94 
93 
94 
93 
76 
75 
90 
91 
88 
81 
TABLE XXI cant. 
ACTIVIT IES CLASSIFIED AND LISTED IN ORDER OF RANK 
Rank 
25 
34·5 
-:~78 
-:~ 84 . 5 
-::-89 
Activity 
C1assifice.tion 
Mathematic Activitie s 
Mul tiplication 
Decimals 
Division 
Fractions 
Addition 
Subtracti on 
Percentage s 
General Activities 
3 Answering telephone 
4. 5 Changing typewriter ribbons 
17. 5 Answering mail requests 
20 Opening and distributing mail 
24 Doing office housekeeping 
J8 . 5 Making reservations 
60 . 5 Waiting on customers 
62 Making out itineraries 
76 Cashier wo r k 
77 Worki ng i n the laborator y 
82.5 Attending court sessions 
-l<-Not lis t ed on origi nal check list. 
Time- Schoo1-
Frequency ·Training 
Rating Rat i ng 
l'n do l'n at 
57 
58 
52 
43 
82 
100 
67 
87 
9 
53 
74 
52 
17 
71 
21 
77 
64 
25 
70 _ ;o 
90 
91 
92 
90 
89 
80 
100 
79 
96 
65 
48 
49 
65 
56 
65 
52 
63 
48 
82 
Many of the graduates commented that the one-year 
secretarial course offered at Chandler was excellent. They 
believed they had been sufficiently trained to hold respon-
sible positions in any type of business offic e. Several of 
the graduates stated that Chandler offers a very complete 
course in secretarial work. 
However, the graduates did make some suggestions for 
improving the program at Chandler School for Women. The 
f ollowing conclusi ons were taken from the comments made by 
the 16.5 graduates replying to the questionnaire and do not 
necessarily agree with the recommendations made by t he 
writers. 
l. There should be more stress on English gr&nmar, 
let t er writing, and spelling. 
2 . A more extensive vocabulary course should be 
given. 
3· A separate course should be given in spelling. 
4• The English course for the one-year curriculum 
should be more ex tensive. 
5. There should be more work in business letter 
writing. 
6. More work is needed in the medical shorthand 
course. 
7· The medical specialization course should be 
extended. 
8. Tecrillical vocabularies should be given greater 
emphasis. 
9. More shorthand tests should be given. 
10. More office-type dictation should be given, 
such as writing on knee, dictation with inter-
ruptions, and dictating at uneven rates. 
ll . According to the respondents, more laboratory 
work and laboratory procedure should be given. 
12. More work should be given in the fundamentals 
of insurance. 
13. More_ training should be given in typing with 
two or more carbons. 
14. The students should be given more practice in 
the typing of figures and tabulations. 
15. Accuracy should be stressed in typewriting. 
16. A more thorough training should be given in 
the changing of typewriter ribbons. 
17. A more extensive mathematics course stressing 
accuracy should be provided. 
18. Less time should be devoted to the fil ing 
course. 
19. The office practice course should be concerned 
more with the everyday duties performed in an 
office. 
20 . More practice should be given in business 
machines. 
21. A thorough course in bookkeeping is needed. 
22 .. The one-year curriculum should cont ain a course 
in bookkeeping or accounting. 
23. A penmanship course might be very helpful to 
all who ·are preparing for business. 
24. There should be fewer social activities at 
Chandler. 
25. Guidance and placement services should be 
expanded. 
26. More individual training and counseling should 
be given in personality problems. 
27. A course should be offered i n speech. 
28. Greater stress should be given to correct 
telephone techniques. 
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29 . More homework assignments should be given. 
30. There should be f ewer free periods . 
31. More stress should be given to office duties 
such as keeping notes, tak ing messages, and 
getting telephone numbers~ 
32. More practice should be given in working und er 
p r e ssure. 
33· Studen ts should be instructed in the ways of 
using leisure time. 
34· More i n formation should be given on Civil 
Service work and the training needed for such 
positions . 
35. Good grooming and appearance should be str essed 
during the training period. 
36 . The school day should be lengthened. 
This chapter was concerned with t h e f indings of the 
survey of the graduates . Chapter V deals with the f i n dings 
of the employers ' survey. 
CHAPTER V 
RESULTS OF EWJ.PLOYERS' SURVEY 
This survey was conducted to find out the extent· to 
which the Chandler graduates of 1949 and 1950 were meeting 
the standards in business according to their respective 
employers. 
From the 120 questionnaires sent out to the various 
offices and businesses in Boston and vicinity, 72, or 60 per 
cent, were returned at the end of a i'our-week period. This 
number includes the returns received after a follow-up card 
had been sent to the employers at the end of the second 
week after mailing the questionnaire. 
TABLE XXII 
NUMBER AND PER CENT OF 
~WLOYERS R~PL¥ING _ TO QUESTIONNAIRE 
_Number 
sent 
120 
Number 
replying 
72 
Per cent 
;replying 
6o.o 
The various industries and businesses which employed 
the graduates of Chandler at the time of this study are 
presented in Table IX. A large number of the returns came 
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from i nsurance companies in Boston, investment houses, 
publishing firms , educational institutions, manufacturing 
companies, real estate firms , consulting engineers, law 
. firms , banks, and hospitals. 
The employers were asked to state the general require-
ments f or initial office employment in their company, if any. 
Of the 72 employers returning the questionnaire, 35 did not 
fill in this part of the questionnaire. Under general 
requirements , only eight, or 21.6 per cent of the 37 reply-
ing, stated that they had no general requirements for initial 
employment. 
TABLE XXIII 
AGE REQUIREMENTS FOR INITIAL OFFICE EMPLOYMENT 
Age Number Per Cent 
Requi,rements Reporting of Total 
None 8 21.6 
16 l 2.7 
17 l 2.7 
18 12 32-4 
19 7 18 .9 
20 4 10.8 
21 2 5-5 
28 l 2. 7 
30 l 2.7 
TOTALS 37 100 .0 
The age factor differed with the various offices reply-
ing . As indicated in Ta~ XXIII, the majority of the 
employers answering the question on age requirements indicated 
18 years of age as a minimum hiring age for their particular 
office . The ages ranged from 16 to 30 years of age for 
initial employment. Most of the employer.s answering specified 
that they preferred femal~ employees, whereas only six stated 
I 
that either male or female applicants were employed. 
As shown in Table XXIV, the majority of the employers 
answering the question concerning educational requirements 
indicated that a high school education was adequate training 
f or initial employment in their respective offices. 
TABLE XXIV 
EDUCATIONAL REQUIR~~NTS FOR INITIAL POSITIONS 
Educational 
Requirements 
High school graduate 
Business school graduate 
College graduate 
TOTALS 
Number 
Replying 
36 
26 
8 
70 I 
Per Cent 
_of Total 
100.0 
Many of the employers stated that they preferred business 
school or college graduates. A few preferred girls with 
medical secretarial backgrounds for the particular work with 
which they were concerned. Many were satisfied with high 
school graduates , provided -they had a knowledge of typing arid 
bookkeeping or a thorough knowledge of shorthand and typing. 
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Only ll per cent of the employers required college training 
or the equivalent in experience for initial employment in 
t h eir particular offices. 
Many of the employers preferred a minimum of one year 
of office experience f or initial employment . Some required 
n o previous business experience, and others expressed a 
desire for some office experience ranging from six months to 
two years. There were other requirements specified, such as 
having common sense in handling routine tasks and the ability 
to think clearly. Others stated that they preferred girls 
with an aptitude for figuring; a few of the firms answering 
administered tests to prospective employees. Some mentioned 
the i mportance of having a secretary with a pleasing 
personality , who is cooperative and who works harmoniously 
with her fellow workers. As shovm in Table XXV , the 
majority of employers replying to this question regarding 
office experience for initial employment indicated that they 
TABLE XXV 
OFFICE EXPERIENCE .REQUIREMENTS 
Office Experience 
Require d 
Six months to two years 
Not required 
TOTALS 
Number 
R~plying 
24 
6 
23 
53 
Per Cent 
of Total 
45·3 
ll.J 
43·4 
100.0 
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preferred for the most part some office experience in their 
beginning employees. 
~ccuracy in work was believed to be a very important 
trait in all workers, and employers believed this trait 
sh~uld receive more stress in school. Twelve employers 
checked adaptability; 18 thought attendance at work should 
be stressed more while students are in school. Cooperation, 
-desire to learn, responsibility, punctuality, and personal 
appearance were high in the order of importance according to 
the employers that answered. The ability to follow instruc-
tions was checked by 17 employers; and respect for authority 
was considered important by 10 employers. 
TABLE XXVI 
PERSONAL TRAI'l1 S AND WORK HABITS 
ViliiCH EMf~O~S CO~SIDERED IMPORTANT . IN BUSII~SS 
ersonal Traits and Work Habits 
Accuracy in work 
~ttendance at work 
Desire to learn 
Initiative 
Responsibility 
Punctuality 
Following instructions 
Cooperation 
~ersonal appearance 
Interest in work 
.Adaptability 
Courtesy 
Loyalty 
Respect for authority 
Number 
Reporting 
26 
18 
18 
17 
16 
15 
14 
13 
12 
12 
ll 
10 
10 
10 
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Almost all of these traits are in dire need of greater 
emphasis and attention during the in-school training period 
of the prospective office workers. These traits should be 
emphasized along with developing the ability to type and 
take shorthand. 
Other personal traits considered important by a few 
employers, although not listed on the check list, were: 
willingness to do repetitive routine work, such as the 
compilation of reports entailed in beginning stenographic 
jobs; the realization of the importance of details in any 
task undertaken; willingness to give the job a fair trial 
period; ability to learn technical terminology; and the 
a bility to be well poised and calm at all times. 
As indicated in Table XXVII, telephone technique was 
considered extremely important by 22 employers; typing 
accuracy was considered important by 20 employers; and 
English usage was checked by 20 employers as being very 
necessary for success. 
Other skills and knowledges which were considered 
i mportant by the employers for any type of secretarial 
position were: composing letters, use of multiple carbons, 
s p elling, punctuation, grammar, arithmetic, erasing, handling 
enclosures, typing speed, typing statistics, typing special 
f orms, filing, erasing, and dictation speed. 
Other skills and knowledges mentioned by the employers, 
although not mentioned on the check list, were: penmanship, 
a t?orough knowledge of bookkeeping, good letter setup , 
ability to handle recording equipment , and an extensive 
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vocabulary . As indicated in Table XXVII , the ability to use 
the telephone correctly is a very important skill or 
technique . This should be given attention in school because 
the graduates, as well as the employers , have shown a need 
for such training. 
. TABLE XXVII 
SKILLS AND KNOWLEDGES NEEDED FOR SUCCESS IN BUSINESS 
Skills and Knowledges 
Telephone technique 
English usage 
'ryping accuracy 
Composing letters 
Graw.mar 
Spelling 
Use of multiple carbons 
Greeting visitors 
Punctuation 
Arithmetic 
J?rasing 
Dictation speed 
Filing 
Typing statistics 
Handling enclosures 
Typing speed 
Typing special forms 
Number 
Replying 
22 
20 
20 
18 
17 
17 
13 
13 
13 
11 
ll 
9 
6 
6 
6 
5 
2 
The question, 11Do you have specific requi rements for 
initial employment of office workers in your company?" was 
answered affirmatively by 16 employers . Thirty- six of those 
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answering did have specific requirements for initial employ-
ment in their particular offices. For those who answered 
"yes" to the question, the requirements covered dictation 
rate in words per minute, net words per minute in typewriting, 
number of letters transcribed from shorthand per hour, number 
of letters transcribed from records per hour , and number of 
envelopes typed per hour. The figures were estimated accord-
ing to some employers and clocked by others to give the exact 
requirements. 
The dictation rate in words per minute was estimated to 
have ranged from 60 words per minute to 125 words per minute 
in the offices surveyed. The clocked dictation ranged f rom 
80 to 120 words per minute. The typing rate in words per 
minute ranged between 45 and 50, estimated according to the 
person answering the questionnaire. One company required 
60 words per minute for typing speed; three accepted 40 
words per minute ; two, 45 words per minute; and four wrote 
that 50 to 55 words per minute served as the estimated typin g 
speed in their offices. The clocked rate of speed in typing 
ranged between 45 to 50 words in one office and 50 to 60 
words per minute in another office. 
The number of letters transcribed from shorthand per 
hour varied with many of the offices. Several answered that 
they could not state the exact number because it varied so 
extensively. Three or four employers stated that three 
single-spaced letters, one-page in length, would be an ample 
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output for one hour of transcription. For the nQmber of 
letters'tr~nscribed from records . per hour, several answered 
that it varied so considerably that they were not able to 
give an exact number.· A few replied that two letters 
transcribed from records per hour was ample speed for a 
beginning office worker. 
The nQmber of envelopes typed per hour was estimated to 
have ranged from 50 to 150 envelopes for each hour. Other 
requirements mentioned by the employers, although not listed 
on the check list, were: a knowledge of double-entry book-
keeping; and a high degree of skill in some technical work. 
Employers differ considerably in the manner and speed 
of dictating. Out of the 67 respondents answering the 
question, 45 stated that they dictate at a moderate rate of 
speed; 12 stated that they dictate slowly; and 10 stated 
that they dictate rapidly. Most employers indicated that 
they dictate with some interruptions; some employers 
dictate in spurts; and a few of the employers dictate evenly; 
only three dictate without interruptions. The majority of 
the employers dictate at their desks, while a small number 
dictate walking around the room. Many stated that the 
dictation varied with the different dictators; and some 
indicated that the secretary composes all of the letters, 
thus eliminating the dictation by the dictator. 
In answer to the question, "Was there any phase of the 
work for which your Chandler girl was not prepared?" most of 
the employers answered negatively. From the 44 replies t o 
the question, 37 answered that there was no phase of the 
work for which their Chandler girl was not thoroughly 
prepared. Seven answered 11yes 11 to this question. One or 
two of the employers wrote that more experience was needed 
in meeting the public and in answering the telephone with 
ease and efficiency. Some mentioned the need to train the 
graduates in reading large sums of money and in spelling 
correctly. 
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The inability of the beginning office worker to change 
typewriter ribbons was a serious problem according to several 
of the employers. Six employers required the girls to have 
a thorough knowledge of medical terminology; operating the 
switchboard and figuring fractional estimates on bids were 
other skills mentioned by a few employers. The foll owing 
favorable comments were made by the employers concerning the 
work of the Chandler graduates on the job: 
l. 11 The girls are the best equipped secretaries 
known to our hospital. They are alert and are 
very willing to learn beyond the scope of 
their job. 11 
·-
2 . 11My secretary is exceptionally alert and . 
efficient in her work. She has applied her-
self very readily in all phases of the work. 11 
3. · 11An excellent : secretary; a loyal, faithful 
worker . She learned the routine easily and 
takes an interest in her work." 
-4• 11 0ur Chandler girl is well poised and an 
efficient worker . She is not fast , but she 
works efficiently without supervision." 
5. "The Cha..n.dler girl we now have in our office 
is doing very satisfactory work. She has all 
of the personal traits and work habits 
necessary for success on the job. 11 
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Other comments made by the employers related to office 
work in general. Several of the persons replying believed 
that secretaries should be willing to start in clerical 
positions and then work up to secretarial positions after 
they have had some experience on the job . According to one 
-
employer, girls should be _made to realize that not all jobs 
are glamorous and that they should be willing to start at 
the bottom and work to the top gradually . Another employer 
thought that the girls seeking office posi tions should be 
willing to be more versatil e in their choice of work; they 
should be willing to do all phases of the work, in addition 
to taking dictation a..n.d transcribing. 
The employers ' survey report was completed by many 
people serving in different capacities from the offi c e 
manager to the president of · the company . Recommendations 
from the employers are included in the general recommenda-
tions made by the writers . 
CHAPTER VI 
SUMMARY OF THE FINDINGS OF THE SURVEY OF THE GRADUATES 
The purpose of this study was to determine what activi-
ties and duties were most frequently performed by the 
graduates of the Chandler School for Women and to determine 
how successful the graduates were according to the employers 
surveyed. 
1. The findings of this study indicated that more 
students were enrolled in the one-year 
secretarial curriculura than in the two-year 
curricullli~s. Of the 165 girls responding, 118 
were enrolled in a one-year course. Forty-
seven replies, or 28.5 per cent, 1:.rere .from 
people enrolled in the twoNyear course, with 
21, or L~.7 per cent; majoring in medical 
secretarial work, 20 girls, or 42.6 per cent, 
majoring in the executive work, and six 
enrolled in the legal secretarial work. 
2. Sixty-nine, or 44·7 per cent, of the graduates 
secured their first positions through the 
School Placement Bureau; while 38, or 24.3 per 
gent, s~cured their first positions through 
private agencies; 32, or 20.4 per cent, secured 
their first positions through friends and 
relatives; and a small percentage through the 
u. s. Employment Office, newspapers, or by 
app~ying for the job in person or by letter. 
3· Of ~ the 153 graduates responding, 102, or 66.7 
per cent were with their original employers, 
while 51, or 33·3 per cent, had changed 
positions since graduating from Chandler. 
4· Several . of the one-year graduates were doing 
some phase of bookkeeping in their work. 
5. Many of the graduates were employed in insur-
ance offices, and they indicated that not 
enough technical dictation for insurance work 
was given in the shorthand classes. 
6. Several of the respondents indicated that they 
changed the wording of their employers' letters 
when transcribing them from the shorthand 
notes. This finding indicates that a girl 
must have a good English background and be an 
accur ate speller in order to m~~e changes in 
letters . 
7• According to the findings of the survey, 
several of the graduates indicated that they 
had difficulty in telephone technique, such 
as answering the telephone, taking messages , 
making long-distance calls, and knowing what 
to say for the particular occasion. 
8. Constant interruptions caused difficulty for 
some girls who were accustomed to an orderly 
classroom rather than a busy office situation. 
9 . One or two of the girls had some difficulty in 
setting up legal f orms and other blruL~s that 
were used in the various offices in which they 
were employed. 
10. Over half of the graduates, 55 per cent, 
received their first positions from one to 24 
weeks before graduation. Sixty-six graduates, 
or 44 per cent, received their first positions 
from one to 52 weeks after graduation. 
ll . Eighty-nine , or 53 per cent, of the girls were 
employed as secretaries; and 31, or 18.5 per 
cent, classified themselves as stenographers. 
Eleven, or 6.5 per cent, of the graduates were 
working as typists; eight of the graduates 
were employed as bookkeepers; and seven girls 
served as receptionists. 
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Table XXI condenses the elements of time into one figure, 
a time- f requency rating. The time-frequency rating column 
shows which activities are performed most frequently by 
office workers and which ones, accordingly, should be given 
greater emphasis in school. The school-training rating 
colmnn shows those activities which the students believe 
should be given greater emphasis in school . 
12. Although typing activities ranked high in total 
frequency in Tables XIX and XX, when the 
activities were classified in Table XXI the 
time•frequeney rating for typing activities was 
rather low. 11 Typing with two · or more carbons 11 
received a time-frequency rating of 88 per cent; 
11Proofreading 11 received a rating of 81 per cent; 
while "Cutting stencils" received only 29 per 
cent • .. 11Typing bills, invoices , and statements," 
11 Typing .medical reports," and 11Typing from _ 
longhand 11 might also be noted as they had rat-
ings of 57 per cent, 50 per cent, and 51 per 
cent respectively. 
13. The school-training ratings f or typing activi-
ti e s, however, were somewhat higher than the 
time-frequency ratings. Those activities 
having better than a 90 per cent rating were: 
"Cutting stencils,n 99 per cent; "Typing 
master sheets for other duplicators , " 95 per 
cent; "Tabulations and statistical work , 11 94 
per cent; "Proofreading, 11 94 per cent; "Taking 
letters at _:t;he typewriter, 11 93 per cent;. and 
11 Typing legal forms, 11 91 per cent, as indicated 
by the graduates. 
14. The most signif icant stenographic activities in 
terms of time- frequency were: "Taking 
dictation i n shorthand," wit]) a _rating of 79 
per cent; 11Greeting visitors," 69 per cent; and 
"Taking dictation sitting down at desk," with 
a frequency rating of 67 per cent. 
15. The activities which rated highest in the 
school-training ratings in the stenographic 
area were: 11Taking dictation in shorthand, 11 
99 per cent; _ncomposing letters at the type~ 
writer," 98 per cent; 11Taking dictation sitting 
down at ~ desk, 11 93 per cent; and 11Taking 
dictati on with pad on knee, 11 89 per cent . 
16. Under• the office machines section, the machines 
which had a time-frequency rating of 50 per 
cent or above were: "Burroughs adding machine," 
"Rewington adding rp_achine, 11 nsundstrand adding- _ 
listing machine, 11 11 Dictaphone, 11 11Switchboard, 11 
11Soundscriber--Audograph, 11 "Addressograph, 11 the 
~Qheckwriter, 11 ~;tnd the 11Marchant calculator," 
as reported by the graduates. 
17. The school-training r•ating for all machines 
listed on the original check list was 95 per 
98 
cent or above, with the exception of the 
"Burroughs adding machine , " which had a rating 
of 78 per cent, and the "Monroe calculator,H 
which had a rating of 9l .per cent. 
18. The highest time-frequency ratings for book-
keeping activities were between 60 and 70 per 
cent and included the following: "Handling 
daily cash," with a rating of 68 per cent; 
"Making entries in the general ledger, 11 67 per 
cent; "Posting," 65 per cent; and "Making 
general journal _entries," 65 per cent. 
19 . The school-training ratings were somewhat 
higher than the time-frequency ratings under 
bookkeeping activities. Those activities 
whi~h had a rating of 90 per cent or better 
were : 11Making entries in the general ledger," 
94 per cent; "Making general journal entries,'! 
94 per cent; '!Reconciling bank statements, 11 94 
per cent; "Balancing checkbook, 11 93 per cent ; 
and 11Posting, 11 92 per cent. 
20. The filing activities had a fairly high time-
frequency rating, with all activities listed 
having a rating of 57 per cent or better. 
"Alphabetic filing by name 11 had a time-frequency 
rating of 70 per cent; 11Preparing material for 
filing," 78 per cent; and 11Numeric filing," 75 
per cent. Under the school-training rating for 
the filing activities, all were rated 75 per 
cent or above. 
21. Under general activities, the following activi-
ties had a fairly high time-frequency rating: 
11Answering telephone, 11 87 per cent; 11Wai ting 
on customers, 11 78 per . cent; 11 Cashier .work, 11 77 
per cent; 11 0pening and distributing mail , 11 . 74 
per cent; and "Working in the laboratory,'! 64 
per cent. All .. other items listed under the 
heading HGeneral Activities" received a 
frequency rating of 53 per cent or less. 
22. Those activities which were highly rated by 
the respondents in the school-training column 
under general activities were: "Changing 
typewriter ribbons, 11 96 per c~nt, and 
11Answering telephone, 11 79 per cent. 
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SUMMARY OF THE FINDINGS OF THE SURVEY OF THE ~WLOYERS 
1. Of the 120 employers who were surveyed for 
this study, 72, or 60 per cent, of the 
employers indicated that accuracy in work was 
a very important trait for success in any job. 
Some thought attendance at work should be 
given more attention during the training 
period, while other employers mentioned the 
importance of such traits as: cooperation, 
responsibility, punctuality, and personal 
appearance. These traits should be emphasized 
along with developing the ability to type and 
take shorthand. Other personal traits 
considered important by a few employers, 
although not listed on the check list, were: 
willingness to do repetitive, routine work; 
willingness to give the job a fair trial 
period; ability to learn technical terminology; 
and the ability to be well poised and calm at 
all times. 
2 . Skills and knowledges which were considered 
important by the employers for any type of 
secretari al position were: composing letters, 
use of multiple carbons, spelling, granwar, 
arithmetic, handling enclosures, typing speed, 
typing statistics, typing special f orms, 
erasing, and dictation speed. 
3· The ability to use the telephone correctly is 
a very important skill or technique according 
to the employers . This should be given 
attention in school . because the graduates, as 
well as the employers, have shovm a need for 
such training. 
4• Only seven of the 4LI- respondents a_Ylswered uYes 11 
to the question: 11Was there any phase of the 
work for wh~h your _Chandler girl was not 
prepared? 11 One or two of the employers wro te 
that the ·graduates needed more training in 
reading large sums of money and in spelling 
correctly. 
5. The inability of the beginning office worker 
to change typewriter ribbons was a serious 
problem according to several of the employers. 
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Chapter VII contains the recommend~tions made by the 
writers, based upon the careful consideration of the findings 
of the graduates and their employers who were surveyed for 
this study. 
'. --
. ~ ~ ..... -'.. 
· ~ .. 
CHAPTER VII 
- ~ . -
RECOMMENDATIONS FOR IMPROVING THE PROGRAM 
The following recommendations made by the writers are 
based upon careful study of the findings of this investiga-
tion: 
1. More technical dictation should be given in 
the shorthand courses. 
2. More office-type dictation should be given in 
every advanced shorthand class. 
3· Both accuracy and speed should be stressed in 
typewriting. 
4• More time should be devoted to dictation at 
the typewriter. 
5. The filling in of printed forms should be given 
more emphasis in the typewriting course. 
6. The typing course should emphasize the copying 
of rough drafts . 
7• Tabulations and the typing of statistical 
matter should be emphasized. 
8. Since 45.6 per cent of the respondents use two 
9r more carbons more than half of every day, 
the use of carbons should be an important part 
of the typing course. 
9. The students should be taught to proofread 
carefully. 
10. A part of the typewriting or transcription 
course should be devoted to composing letters 
at the typewriter. 
11. More training should be given in the use of 
the long-carriage typewriter. 
12. The office machine course should constitute a 
major part of the work for those people whose 
aptitudes are limited in the secretarial field. 
13. A longer and more extensive course should be 
given in office practices. 
14. The office practice course should devote some 
time to the greeting and handling of visitors. 
15. All students should be given a fair Qnderstand-
ing of the adding machine, inasmuch as 57 per 
cent of the graduates are using this machine. 
16. Some practice should be given in switchboard 
operation, the use of one of the new transcrib-
ing machines , the addressograph, and the 
checkwriter. 
17. A bookkeeping course should be offered to the 
one-year students. 
18. A more intensive mathematics course should be 
offered with an emphasis on the reading and 
writing of figures . 
19. The filing course should emphasize the 
preparation _ of material for .~'filing. Vlhile 
alphabetic filing by name is of major _ 
importance, filing by subject, location, and 
numerical filing should also be given some 
emphasis. 
20. More time and stress should be placed on 
English grammar and composition. 
21 . More training should be given in spelling and 
in vocabulary building. 
22. More facilities should be available for 
individual counseling, particularly for people 
with special problems or personality difficul-
ti es. 
23. More time should be devoted to correct 
telephone technique and procedure, since a 
majority of the graduates indicated that they 
had some difficulty in handling the telephone. 
24. Students should be thoroughly trained in 
ribbon ch~nging and in caring for t he 
typewriter. 
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25. More homework should be given in all of the 
courses. 
26 . More practice and training should be given in 
working under pressure. 
27 . As the Royal typewriter is used in many of the 
offices, according to the respondents, 
consideration should be given to the purchase 
of additional Royal machines for classroom use. 
28 . The importance of office housekeeping should 
be stressed in all of the classes, especially 
in the typewriti~g class. 
29 . The importance of a neat appear~nce and 
punctuality should be given more emphasis 
during the training period. 
30. As suggested by the employers, the ability to 
assume responsibility should be given careful 
consideration during the training period. 
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APPENDIX 
CHANDLER ScHOOL FOR WoMEN 
FOUR FOUR EIGHT BEACON STREET 
BOSTON 15, MASSACHUSETTS 
L:ear Chandler Graduate: 
2 January 1951 
In an effort to discover how successful our graduates have 
been e.nd to find out what specific duties are p erfor~'"l."led by the:n on 
the job, L'Iiss Irene R. BG..ss and Mr. Charles J. Reilly of our faculty 
are :rn.aking a follow~up study :::>f our Chandler graduates for the ?ast 
two years. 
The data obtained from this study will be used in evaluating 
our present curriculum and should result in improving the p rogram 
for the future graduates of Chandler 0chool. 
-Hithout your assistance this survey cannot be completed 
successfully. 7l e hope you will take this opportunity to render L~is 
service to your Alma Mater. ~!-," ill you please take just a few minutes 
of your thne to fill out the enclosed Check List and General Infor-
:nation Sheet. ? lease answer all of the questions to the best of your 
ability. ~.~J" e shall be very grateful for your coo:oeration. 
Your signature on either sheet is unnecessary as no name 
will be referred to in any way. You may be sure that the inforrna-
tion given by you will be held in strict confidence • 
./!,.s the success of this project depends on you, your reply 
within L"'1e next day or two will be very much appreciated. A sta.mped 
self~addressed envdope is enclosed for your convenience. 
BR 
General Infor:ma tion Sheet 
Check List 
R eturn Z nvelope 
Sincerely, 
George I. Rohrbough 
? resident 
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G~ INiOBMATION 
DIRECTIONS: 109 Check in parenthesis along side of items that apply to questionl 
Yes No - Circle correct answer where applicable, as: e No 
one-year ( ) At Chandler, you were enrolled in a t ( ) curriculum. wo-year 
If a two-year graduate, please check the specialty in which you enrolled. 
( ) Medical · ( ) Executive · . ( ) Legal 
Are you doing the work for which you were ipecifically trainedt • • • Yes No 
Comments, if any: 
weeks before graduation. 
4. Vhen did you secure your first position? ---- weeks attar graduation. 
5· Did you begin your business career in a stenographic poolt ••••• Yes No 
If yes, how long did you remain in the stenographic pool! ••••• __ weeks 
6. Have you changed employers since leaving· Chandler? • • ••••••• Yes No 
7• Through what source did you obtain your first position? (Check One) 
( ) Friends or Relatives ( ) The School 
( ) Newspapers ( ) U. s. Employment 
( ) Private Agencies ( ) Other: 
8. In what type of business are you now employed? (Check One) 
( ) Air Lines ( ) Law ( ) Medicine 
( ) Automotive Manufacturing: ( ) Public Utilities 
( ) :Banking ( ) Leather ( ) Publishing 
( ) Civil Service ( ) Woolen ( ) Schools 
( ) Insurance ( ) Other ( ) 
9• Name and address of present employer: 
10. 
16. 
17 • . 
18. 
19· 
2~. 
21. 
2.2. 
Please check the type of position you now hold. (Check One) 
( ) :Book~eeper ( ) Machine Operator ( ) Stenographer 
( ) General Clerk ( ) Receptionist ( ) Typist 
( ) Housewife ( ) Secretary ( ) 
How Ill;any people are employed in your immediate department? . • •••• __ _ 
Is your employer particular about letter set-up? •••••••••• Yes No 
Is your employer particular about grammar usage? •••••••••• Yes No 
Do you transcribe letters as they are dictated or do you change them at your 
own discretion? As dictated Change them ____ __ 
Did you have difficulty adjusting to the office situation? ••••• Yes No 
List adjustment difficulties you had: 
Was further training given on the job? ••••••••••••••• Yes No 
What was your starting weekly salary on your first job? • • • • • • • $ ____ ~ 
'What is your present weekly salary? •••• • ••••••• • •••• $~-­
How many hours do you work a week? •••••••••••••••• __......._ hrs. · 
Are you satisfied with your present position? •••••••••••• Yes No 
Gomments, if any: 
What school subjects were helpful to you in your initial job? (Check twice 
those most helpful: Check once those least helpful.) 
( ) :Bookkeeping ( ) History ( ) Medical Shorthand 
( ) Choral Work ( ) Law Course ( ) Office PrR.ctioe 
( ) EngliSh Composition ( ) Legal Shorthand ( ) Shorthand 
( ) English Literature ( ) Machines ( )) Typewriting 
( ) Business Administration ( ) Mathematics ( 
( ) Filing ( ) Medical Course ( ) 
In what ways could Ohandler have helped you moref (Please be frank. Your 
comments will be hel.p:f'nl in trying to improve om:: canrses.) 
(Answer on re'V'Cl',;ae side) 
C H E C K 
Activity 
(Indicate with X approximate frequency 
of performance and check also one of 
the last three columns to show where 
activity should be taught.) 
L I S T 
Where should 
Frequency of Performance Activity be Taught 
More Less Done l Done [ Dcne ] i i 
than than often loccasion- )Monthly (Not In ! On l 
. . . . l 
half half through t ally j or i at School i the !Both 
of of the l through ! Less lall j job I 
every every week § the ! Often [ ! l 
'l)ping Activities: day day 1 week l i 1 i 
1. . i I. i i l 
2. ~ ~ i ~ ~ ~ ~ 
.3. \ i i ! i 4 ' ; · ; .; ; i ; ~: lYPim< personal letters for anolover. I I i ! ~ I I 
7. Typing reports • ! l i i! l I 1 
8. Typing inter-office correspondence. l 1 I ' i: 
9. Filling in printed forms. · l ! i! 
10. Typing bills. invoices. and statements. 1 ); 
•l H 
:I 
. ' 
11. Cutting_ stencils. · i . ; l 1 ~ 
12. Typing master sheets. for other duplicators. 1 · i i \ 
1.3. 'J.'yping le_gal forms. I i 1: 
14. 'tYPing medical reports. l 1 ! l i 
15. l'YPing from rough drafts • i 1 l l i : i ! ~ 
16. 'liabulations and statistical work. i 1 i i! 
17. ['yping insurance policies. agreements. or contracts.: l ' -il ~ ! 
18. Typing articles and manuscripts. i 1 ri 
19 Typ• lhbt• lit I ! ,; .wg a p a e ~c s s • ! ! ! : i 
20. Typing programs and menus. ~ ! ; : [! 
21. Typing with two or more carbons. · I i i l ~ § 
22. Proofreading • · · i l ! ! 
23. _Typing inventory lists. . . i i i 
24, Typing tabs and labels. i ~ $ 
25~ Typing bibliographies. ! : ! 
26. Typing ,minutes of meetings. 
1 
! 
27. Typing financial statements. . l · i 1--' 
(i.e. Balance Sheets and P. & L. Statements) 1 1 b 
28. other typing duties: i \ 
! j 
Frequency of Performance 
i! 1-iore- 1-Les-s~ lline~ l Dane i Done 
~mere should 
Activity be ~_aught 
!! than l than often l occasion- !Monthly Not In Ch 
\1 half i half through l ally ! or ct School the Both 
[l of 1 of the i through 1 less all job 
Activity 
Stenographic Activities: jj every ! every week 1 the 1 Often 
l~ day ! da,y ~ week i 
1. 
2. 
3. 
4. 
5. 
6. 
7. 
s. 
g. 
10. 
Taking dictation in shorthand. E : ! 
Taking dictation at business conferences. H i 1 ! 
T • • t t • th t l h . ,I . ! ! ak1ng die a 1on over e e ep one. H : [ ; 
Taking dictation sitting dOY\111 at a desk. H i [ 
Taking dictation standing up. n l i 
Taking dictati.2[1 with pad on knee. :! i ~ 
Composing letters at the typewriter. :i ~ 
Supervising other employees in your department. :; 1 
Greeting visitors. il i 
Other stenographic duties: if ! 
:: 
: ~ 
: ~ 1r 1 ; ____ l __ ~_ _ t f· k~ t l - L ~. 
~ ~ ~ 
Give make of typewriter you use: !~ ~ l 
Office Machines ~: II ~- f 
~~ ti ~ 
1. Edi hone H !t 1 
2. Dictaphone j; i ;! I 
3. Electri.£..!:.Y.pewriter ~ ~ l H 
4. Long-carriage typewriter li ! ii 
5. ~eoscope I! j !l 
6. l'.l1.lileo&;'aph ~ ; .
1 
ij 
7. Burroughs adding machine H : . t 
S. 1'1onroe calculator ii ! !1 ' 
9. Sundstrand adding-listing machine \! ~ !! 
10. Remington adding machine H H 
11.. Comptometer t! ii 
12. Other office machines used that are not listed : ;; 
ii 
i: II 
~---~: -~;-~-- ; ---:~- : - ---~; s 
Activity 
Bookkeeping Activities: 
l. 
2. 
3. 
4. 
5. 
6. 
7. 
a. 
9. 
10. 
11. 
12. 
:: 
•.: 
Filing ~ ·~Iathematic Activities: I I ·~ I! 
. . . . ~ 1 H H ling. ' ' ,, ~· 
Al h b t - b ! I ! !: . •: a. p a e J.c y name. : : n :: 
b Al h b t . b b . t l ! !, . ! • p a e l.C y SU J eC • I i !! li 
c. Alphabetic by location. I i! i 
d. NumericaUv i I ii 1 
2. Preparin,a mat erial for filing. 1 t ii l 
• o _ wg~ I 1 H 3 S rt . l . .. I 
4. Cross referencing. I I l n 
5. How often do you use: 
a. Fractions 
b. Decimals 
c. Mult~plication 
d. Division 
' t · I ~ 1 ·v~ · .:,;,; · ··-
r: 
. ' !j : 
1 ~ 
·l~~~I :
: n 
l Tl 
~: !! 
l ~ ' : ;,,_. t~-J 
~-~ ~-----, ------.-----i.il'\) 
.g ~ ~ H 
, : : ' : i i; 1· : H e. Others: ·: ' ' ' , ' " . , " 
1 \'~here should 
l Frequency of Performance i Activity be Taught 1 
: . . 
More Less Done Done ! Done ~ ! I 
than than oft en occasion- ! Monthly Not : : In On i 
half half through ally l or at [ 1 School t he \ Both 
. of of the through j Less all ! 1 job ~ 
Activity 
General Activities: every evexy week th e \ Often i l ! 
1. 
2. 
3. 
4. 
5. 
6. 
?. 
8. 
9. 
10. 
11. 
lZ~ 
day day week T' i l 1 
· Making out itineraries. , ! : ; : 
Making reservations. 1 : j ~ 
Ansvrering t elephone. ~ ; : ; 
Vlorking in the laboratory. . ; i i ; 
Attending court sessions. ; ; ; ~ 
Opening and distributing mail. ~ . ; ; ; 
Answering mail ·requests. t ! ; . ·i 
Cashier work. ; 1 1 1 
\tJ'aiting on customers. ! : ; i ! 
Doing office housekeeping. ; ; : ; i 
Changing typewriter ribbons. ~ i " ~ ; ~ 
Other general activities: ! i ; • i 
I i i i I 
~ L_ ___ l_~ __ ~ ; E --~------~--------~-----L 1 i -- l --~--I-- : . ~ \ f : : 
--------~--~--- ·--- ~~ 1 ~ ~ ~ 1 ~ ~i 
I-' 
I-' 
V-l 
CHANDLER ScHOOL FOR WoMEN 
Dear Employer: 
FOUR FOUR EIGHT BEACON STREET 
BOSTON 15, MASSACHUSETTS 
17 February 1951 
Re: Chandler School Graduates 
We are making a survey of the success and effectiveness 
of Chandler-trained secretaries who are employed throughout 
Boston and neighboring cities. 
The data obtained from this study, which is being made by 
Miss Irene R. Bass and Mr. Charles J. Reilly, will be used in 
evaluating and revising our present curriculum. This informa-
tion should enable us to prepare our students to meet your re-
quirements more fully. All information given by .YOU will be 
held in strict confidence. 
Will you please complete the enclosed Survey Report con-
cerning the work of the Chandler School graduates who may be 
employed in your office at the present time. 
As the succes s of this project depends upon your coopera-
tion, your reply within the next day or two vrill be very much 
appreciated., A stamped, addressed envelope is enclosed for 
your convenience in replying• 
BR 
Survey Report 
Return Envelope 
Sincerely yours, 
~-~- a~ 
George I. Rohrbough 
President 
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SURVEY REPORT ON CHANDLER GRADUATES 
(To be filled out bJr employer, personnel manager, or general office manager.) 
1. Type of business in which you are engaged: 115 
2. State general requirements for initial office 
(a) None: (d) Education: 
(b) Age : years 
(c) Sex: M ___ ; F 
{f) Others: 
employment in your compa...'1.y~ 
(e) Office ~~perience : 
3. Please check tho following factors which should be given more emphasis in 
school. 
Personal Traits and Work Habits 
( ) 
( ) 
( ) 
( ) 
( ) 
( ) 
( ) 
( ) 
( ) 
( ) ( ) 
( ) ( ) 
Accuracy in work 
Adaptability 
Attendance at work 
Cooperation 
Courtesy 
Desire to learn 
Following instructions 
Initiative 
Interest in work 
Loyalty 
Personal appearance 
Punctuality 
Respect for authority 
( ) Responsibility 
Others: ( ) 
( ) 
( ) 
( ) 
( ) 
( ) 
Do you have specific r equirements 
your company? 
If sob complete the following: 
.~]9);~. ~~ Knowl£d~es 
( ) Arithmetic 
( ) Composing letters 
( ) Dictation speed 
( ) Engli sh usage 
( ) Erasing 
( ) Filing 
( ) Grammar 
( ) Greeting visitors 
( ) Handling of enclosures 
( ) Punctuation 
( ) Spelling 
( ) Telephone techniques 
( ) Typing accuracy 
C ) Typing special forms 
( ) Typing speed 
( ) Typing statistics 
( ) Use of multiple carbons 
Others: 
( ) 
( ) 
( ) 
for initial employment of office workers in 
Yes~-; No 
Estimated Clocked 
ao Dictation rate in words per minute o ~ ~ o ~ • • • 
b~ Net words per minute in typffi~riting ~ o e , ••• 
c.. Number of letters transcribed from shorthand per ---
